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ABSTRACT 

This SPEC KIT presents survey results and documents 
from 53 U.S. academic members of the Association of Research 
Libraries in 1990 who provided current information on student 
employment policies and practices. The survey results identify the 
following employment policies and practices: (1) funding sources and 
wages; (2) duties and rewards; (3) recruitment and hiring practices; 
and (4) supervisory, training, and evaluation methods. Issues and 
trends are also identified. Student library employment documents 
(e.g., supervisors' manuals, employees' handbooks, recruitment 
policies, and job descriptions) included in the kit were submitted by 
the universities of Alabama, Connecticut, Hawaii, Iowa, Kansas, 
Missouri (Columbia), Nebraska, New Mexico, Rochester, southern 
California, Texas (Austin), and Washington, as well as Brlgham Young 
Case Western Reserve University, Colorado State 
Indiana University, Iowa State University, Johns Hopkins 
Michigan state University, New York University, Princeton 
emd Washington State University. A copy of the survey 
questionnaire and an analysis of the responses are included. (10 
selected readings) (MAB) 
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STUDENT EMPLOYMENT PROGRAMS IN ARL LIBRARIES 



INTRODUCTION 

Student employees have long been fundamental to 
the operation of academic libraries. Because of depleted 
personnel budgets, work accomplished by student employees 
in many institutions has recently proved even more crucial in 
avoiding the reduction or elimination of essential services. 
The methods used to fund, hire, train, evaluate, and retain 
student workers continue as an important issue for library 
administrators. 

Literature published during the past seven years 
verifies a trend toward inci-easing bo^ the quantity and the 
quality of the work done by student employees. Although 
the student w-rkforce is basically f«irl-time and short-tenn 
and it may not receive enough attention to be fully utilized, 
Ubraries do encourage the development and use of written 
policies, procedures, and evaluations; careful advertising and 
recruitment; tailored job descriptions; and orientation 
programs. 

Programs and procedures designed to orgaruze the 
student workforce are ai&o intended to demonstrate to both 
student and non-student staff that student jobs ai>e a serious 
commitment. Nevertheless, student dependability continues 
to be a persistent problem. From either necessity or choice, 
jobs are often students' lowest priority. To allay tliis problem 
libraries not only need to establish organizational policies but 
al&o need to stress the importance of student employees and 
their job performance tluough setting goals and providing 
rewards and incentives. 
SURVEY RESULTS 

A Survey and Call for Documents was sent to the 
ninety-five American academic members of the Association of 
Research Libraries in 1990 seeking current infom\ation on 
student employment policies and practices. 

Funding Sources and Wages. College work-study 
programs provide major sources of funding at 91% of the 
responding libraries. Funds appropriated by state legislatures 
are used at 60%. In addition many libraries receive funds 
from university or library budgets, from fee-based serviccfs 
such as photocopying, and from various grants and contracts. 
Some libraries also rely on unpaid or in-kind volunteer work, 
internships, and assistantships. A few institutions allow 



students to work off their library fines or accept workers who 
must provide community service as part of their probation. 

Among the reporting institutions student 
employment budgets and FTE vary greatly during the year 
examined (FY 18^1990). The highest total for student wages, 
or $1^,733, represented 400 FTE and the lowest total 
($116,940) represented 17 FTE. At least 13 institutions report 
that 20% or more of their student employees are not U.S. 
citizens. In at least five institutions, graduate students 
comprise 20% or more of the student workers. 

Seventy percent of the responding libraries state that 
budgets are insufficient to meet student employment needs. 
A nuijority of the libraries have been able to adjust to 
mandated increases in minimum wages, and slightly less than 
half have maintained wages competitive with off-campus jobs. 
However such increases frequently result in a decline in the 
number of total student hours worked, with libraries stating 
that the increases in both minimum wages and rates 
comf)etitive with off<ampus wages put additional strains on 
already limited budgets. 

Duties and Rewards. The need for adequate funding 
direcUy corresponds to the need for students to perform a 
wide variety of essential duties. Ninety-eight percent of the 
libraries report that students perform necessary work for 
which not enough non-student staff are available; the same 
percentage have students supplementing the work done by 
non-student staff. Ninety-four percent dep>end on students to 
keep service desks functioning in the absence of non-student 
staff, and 77% employ students to keep the building open in 
the absence of non-studenf staff. Libraries report 
unanimously that student employees complete such essential 
tasks as shelving and shelf maintenance, public service desk 
coverage, and clerical support. Other tasks performed by 
students in 70% or more of the responding institutions are: 
processing of books prior to shelving, mail handling, book 
repair or oUier conservation practices, preparation for and 
receipt of materials from commercial binders, md 
computer-based tasks other than word processing. 

Because student workers are vital to the successful 
operation of the academic library*, many ir liiulions have 
established formal means in addition to merit increases in 



•1 



ERIC 



The Systems and Procedures Exchange Center (SPEC) is operated by the 
Association of Research Libraries, Office of Management Services, 
1527 New Hampshire Avenue. Whshingfon. O.C. 20036, Telephone (202) 232-8656. 



order to lecognize their student employees. Recognition takei 
a number of forms; partict in celebration of the end of the 
term, holidays, or other special eventi; carrfs for special 
occasions such as birthdays; monetary and other distinctive 
awards; student of the month and/or year programs; Fall 
welcoming ivcepdons; and articles in staff newsletters. In 
almost half of the responding libraries, the recognition 
activities are funded by the individual departments. 

Recniitment and Hiring. Eighty-five percent of the 
responding institutions recruit student employee ^ through 
referrals from a central office on the colkge campus. 
Sevenly-seven percent use refenals from otber staff, iiKludlng 
studenU, In the recruitment process. Nearly half use general 
advertising, both on campus wnd within the library; an 
additional 21% aiecept walk-in applicants and recruit through 
job faire and freshman assignment programs. 

Student worken usually are interviewed and hired 
by the departmental student supervisor or, if there is no such 
student supervisor, by the department head. In some cases 
the department head interviews and hires even if there is a 
student supervisor. At other libraries the library 
personnel officer or other administrative staff do the hiring. 

Seventy-seven percent of the responding libraries 
hire studento at designated levels and pay rates based upon 
the experience needed to perform ihe job. At 87% of the 
libraries students do not receive any benefits. 

The hiring levels range from entry level positions to 
positions virtually indistinguishable from full-time 
non*student staff jobs. OrUy 2% of the libraries always check 
student references. Slightly more than half sometimes check, 
and the remainder never check references before hiring. 

Supervising, Training, and Evaluating. A wide range of 
staff serve as departmental shadent employee supervisors in 
academic libraries: professional librarians; library staff with 
bachelor or associate degrees or high school diptomas; and 
students themselves. Supervisora are usually trained by the 
individual department head or, occask>nally, by the library 
fx?rsonnel officer. 

Documentation varies from institution to institution. 
Seventy-seven percent customarily include specific 
responsibilities for student supervisors in written job 
descriptions, and 55% have written job descriptions for 
student employees, Approximately 60% of the libraries lack 
general handbooks for either student employees or their 
supervisois. However institutions do provide a variety of 
different handouts and flyers that inform both students and 
supervisors about the library and the university in general. 
Specific information directly pertaining to university, state, 
and federal student employment policies and procedures is 
often issued by a central employment office on campus. 

All of the reporting institutions are, in general, 
satisfied with the quality of work done by their student 
employees. Seventy percent formally evaluate student 
workers, with evaluation categories ranging from the quality 
and quantity of work produced to punctuality, absenteeism. 



and communicatk>ns skills. In addition, supervisors and other 
library penonnel at 89% of the libraries surveyed provide 
students with recommendations and job references, often 
based on the formal evaluations. 

Although 81% of the libraries report that the 
institutbn of which their libraiy is a component has an office 
that manages the general institutional student emplojrment 
program, almost three-quarten of them note that this office 
does not provkle orientation or other programs for student 
empk>yees and/or student supervisors. 

Seventy percent report that 'he library's personnel 
program for student employees is auministered within the 
Ubrvy itself by the library personnel officer or another seruor 
administrator, with 68% of the programs including clerical 
support from administrative office staff. In 51% of the 
institutions the program administrator assists with cases of 
progressive discipline. 
ISSUES AND TRENDS 

Adequate financial support for student employment 
budgets is of major concern to libraries in American academic 
institutions. Cutbacks in funding from the federal 
government directiy affect the number of work-study students 
available to work and the size of work-study grants. 
Inadequate funding from the federal government or other 
sources, coupled with increas^^ in pay rates, results in an 
overall reduction in the number of hours of work that 
students can provide at a time when irtstitutions report, for 
example, 'wc couldn't survive without student workers.* 

The current situation can only be exacerbated by 
underfunding in other personnel areas that results in 
cai .cellation of pennarent positions, iiuibility to fill permanent 
positions expeditiously, or : educed funding for non-student 
temporary staff. Ea^riTinstituUon shouki dedde for itself both 
phikssophically and ;/kactically how it will proceed on issues 
such as the ratio of student to non-student staff or the extent 
to which students can be asked to assume responsibilities that, 
in more affluent times, would have been appropriately 
assigned to non-student staff. 

Although the dichotomy persists between the value 
of student employees and the problems inherent in organizing 
and maintaining such a workforce, libraries and students reap 
mutual rewards. As far as students are concerned, they often 
prefer to work in the library rather than in other campus jobs. 
Employing students may fulfill part of the institution's 
academic mission and may also contribute to retention of 
students. 
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Association of Research Libraries 

Ofhce of Management Services 

1527 New Hampshire Avenue, N.W., Washington, D.C. 20036 
202-232-8656 FAX 202-462-7849 

TO: SPEC Liaisons 

FROM: C. Brigid Welch, Program Officer for Information Services 

Nancy M. Kline, Assistant to the Director of University Libraries. 
University of Connecticut 

DATE: 1 November 1990 

SUBJECT: SPEC Survey and Call for Documents - Student Employment Programs In 
Research Libraries 



SPEC Survey - Student Employment Programs In Research Libraries 



Name: Tltle:^ 

Institution/Library: 

Telephone: Date: 

1. Does your library hire students as employees? 

Yes If Yes, please go to question «2 and complete the rest of this 

questionnaire. 

No Thank you for completing this questionnaire. Please turn to 

back page for return address. 

2. All figures requested are for fiscal year 1989/90. If you supply figures from 
another time period, please Indicate that time period. 

a. Number of full-tjme equivalent (PTE) non-student staff 

b. Number of full-time equivalent (PTE) student employees 

c. Total expenditures for wages and salaries of non-student staff (excluding 
benefits) 

d. Total expenditures for wages of student employees 

e. Approximate percentage of student employees who are not U.S. citizens 

f. Approximate percentage of student employees who are graduate students 

3. Check all applicable funding sources for student employees. ENCLOSE COPIES OF 
ALL APPLICABLE PAY RATES. 

College Work-Study Program 

Funds appropriated by state legislature 

Tuition funds 

Student fees 

Other. (Please describe) 
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4. Are the total funds available to pay student employees adequate for vour 
library's needs? 

Yes 

No If No, BRIEFLY DESCRIBE ANY MAJOR PROBLEMS. 

5. Check all applicable comments about pay rates for student employees 
Competitive with off-campus wages 

Result In applications from students qualified for the range of Jobs 

that need to be performed 
Continue to Increase In concert with minimum-wage Increases 

6. Check all applicable non-funded or In-kind sources of student employees 
Asslstantshlps 

Volunteers 

Interns 

Course- required work 

Work In lieu of expenses such as room or board 

Other. (Please describe.) 

7. Check all reasonably successful methods of recruiting student employees 
Referral from central office on campus 

Off-campus advertising 

General advertising on campus 

General advertising within the library 

Referrals from other staff, Including students 

Other. (Please describe.) 

8. Does your library conduct reference checks before It hires student employees? 
ENCLOSE COPIES OF ANY GUIDELINES OR POLICIES. 

Always 

Sometimes 

Never 

9. Does your library have different levels of student employees (e.g., Level 1 as 
entry level; Level 2 for some experience and/or special skills; Level 3 for 
extensive experience)? 

Yes If Yes, ENCLOSE DESCRIPTIONS OF PAY LEVELS AND ACCOMPANYING 

RATES. 

No 

10. Check all applicable reasons for employing students 
Supplement work done by non-student staff 

Perform necessary work for which not enough non-student staff are 

available 

Keep service desks functioning ln absence of non-student staff 

Keep building open In absence of non-student staff 

Fulfill part of Institution's academic mission 

Other. (Please describe.) 

11. Do student employees receive any benefits? 

Yes If Yes, ENCLOSE INFORMATION ABOUT TYPICAL BENEFITS. 

No 



1} 



ERIC 



12. Check all applicable categories of work done by student employees 
Public service desk work and/or telephone coverage 

Routine clerical work (filing, typing, word processing, photocopying, 

etc. ) 

Non-routine clerical work (Secretarial, departmental administrative 

assistant, etc.) 

Computer-based tasks other than word processing (programming, comp'^x data 

entry tasks, use or modification of data In on-line records systems 
Including circulation systems, equipment repair, software Installation, 
etc. ) 

Cataloging (preliminary cataloging, cataloging with copy, etc.) 

Catalog card filing 

Processing of books prior to shelving (spine labels, book pockets, etc.) 

Book repair or other conservation practices 

Preparation for and receipt of materials from commercial binders 

Shelving and shelf maintenance (weeding, shelf-reading, shifting, etc.) 

Mall handling 

Facilities and non-automated equipment (monitoring, projecting, servicing, 

cleaning) 

Access to building or resources for people with disabilities or other 

special needs 
Supervision of other student employees 

Other. (Please describe.) 

13. Check all applicable methods of special rewards for student employees. ENCLOSE 
COPIES OF ANY GUIDELINES OR POLICIES. 

Parties at particular times (end-of-the term, holidays, etc.) 

Food packages for final examination periods 

Cards for particular occasions (birthdays, holidays, etc.) 

Distinctive awards (certificates of merit, sp€iCi5l honors, etc.) 

Monetary rewards (bonuses, gift certificates, b'cc.) 

Other. (Please describe.) 

14. If your library gives special rewards, who funds the rewards? (check all that 
apply) 

Library administration 

Individual department 

Individual student supervisor 

Other. (Please describe.) 

15. Does your library conduct evaluations of Its student employees? 

Yes If Yes, ENCLOSE COPIES OF ANY STANDARD FORMS USED. 

No 

16. Does your library provide recommendations or references for Its student 
employees? 

Yes If Yes, DESCRIBE WHO PROVIDES REQUESTED INFORMATION AND ANY 

RESTRICTIONS THAT MAY APPLY. 

No 

17. Check those primarily responsible for providing orientation to the library for 
new student employees. ENCLOSE DESCRIPTION OF ORIENTATION, INCLUDING ANY 
HANDOUTS. 

Library personnel officer and/or other administrative office staff 

Individual department head (I.e., department has no separate supervisor 

for student employees) 

Departmental student employee supervisor other than department head 

No orientation Is provided 5 



18. Check the category of person primarily responsible for providing Job training 
for student employees. 

Library personnel officer and/or administrative office staff 

Individual department head (I.e., department has no separate supervisor 

for student employes) 
Departmental student employee supervisor other than department head 

19. Does your library have written job descriptions for Its student employees? 
Yes If Yes, ENCLOSE GENERIC OR SAMPLE JOB DESCRIPTIONS 

No 



20. Does your library have a general handbook for Its student employees? 
Yes If Yes, ENCLOSE COPY 

No 

21. Check the appropriate administrative level that has the primary responsibility 
for Interviewing and hiring student employees 

Library personnel officer and/or other administrative office staff 

Individual department head, where department does not have separate 

supervisor for student employees 
Individual department head, where department has separate supervisor for 

student employees 

Departmental student employee supervisor 

Other. (Please describe.) 

22. Check all applicable levels of staff who can be officially designated as 
a departmental student employee supervisor 

Librarians with less than two years of professional experience 

Librarians with two years or more years of professional experience 

Library staff with bachelors' degrees and less than two years of relevant 

work experience 

Library staff with bachelors' degrees and two or more years of relevant 

work experience 

Library staff with associates* or high school degrees and less than two 

years of relevant work experience 
Library staff with associates* or high school degrees and two years or 

more years of relevant work experience 

Student staff with less than two years of relevant work experience 

Student staff with two years or more years of relevant work experience 

Other. (Please describe.) 

23. Are the specific responsibilities expected of those officially designated as 
student employee supervisors customarily Included In their written Job 
descriptions? 

Yes 

No 

24. Check the category of person primarily responsible for providing Job training 
for supervisnrs of student employees. 

Library personnel officer and/or othor administrative office staff 

Individual department head 

Other. (Please describe) 
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25. Does your library havo a general handbook for Its supervisors of student 
employees? 

Yes If Yes, ENCLOSE COPY 

No 

26. Oo your department heads or Individual student supervisors prepare budget 
requests for their anticipated needs for student employees? 

Yes If Yes, ENCLOSE COPY OF TYPICAL REQUEST FORM AND INSTRUCTIONS 

No 

27. Oo your department heads or Individual student supervisors prepare documents 
that report annual student employment expenditures and/or work done by student 
employees? 

Yes If Yes, ENCLOSE COPY OF TYPICAL REPORT 

No 

28. Does the institution of which your library Is a component have an office that 
manages the general Institutional student employment program? 

Yes If Yes, please answer question 1129. 

No If No, please go to question #30. 

29. If your parent Institution has an office that manages the general Institutional 
student employment program, does that office offer orientation or other programs 
for student employees and/or student supervisors? 

Yes 

No 

30. In general, is your library satisfied with the quality of work done by its 
student employees? 

Yes 

No (Please explain.) 

31. Check all applicable characteristics that describe your library with respect to 
an organized personnel program for student employees. 

Program is administered by library personnel officer or other senior 

administrator 

Program includes clerical support from administrative office staff 

Program includes review and/or assistance from relevant staff committee 

Program administrator assists with cases of progressive discipline 

Program includes distribution to first-line supervisors of relevant 

articles appearing in current publications 

COMMENTS: 
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Thank you for completing this questionnaire. Please return your completed 
questionnaire and accompanying documents by December 8 . 1990 to: Student Employment 
Program, Nancy M. Kline, Assistant to tne Director of University Libraries, Homer 
Babbidge Library, U-5A, 369 Fairfield Road, Storrs, CT 06269-1005. If you have any 
questions about the survey, please feel free to contact Nancy Kline at 203-486-2219. 
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Excluding Law. 2 combined # FTE non-student and student, 128.4; 
combined wages and salaries for non-student and student, $728,971. 
3 Wages for non-student not provided. * Includes Law and Medical. 
» Figures provided for 1988/89; « FTE non-student staff, ie2; « FTE 
student employees, 42; total wages and salaries for non-student staff, 
$4,824,278; total wages of student employees, $385,549. ^ # FTE 
student, excludes work-study; wages for students, excludes work-study and 
salaried graduate assistants. ^ Figures currently unavailable. 
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Responses to the SPEC Survey 
on Student Employment Programs 1n Research Libraries* 

Quest ion 3 : Check all applicable funding sources for student eiitployees. 

91% College Work-Study Program 
„60X„ Funds appropriated by state legislature 
J.9X- Tuition funds 
.,._8*.- Student fees 

49% Other 



Qu estio n 4: Are the total funds available to pay student employees adequate for 
your library's needs? 
J0\. No 
._26X_ Yes 

Qu§stioD_5: Check all applicable comments about pay rates for student eniployees 
..87X.. Continue to Increase in concert with minimum-wage Increases 
60% Result in applications from students qualified for the range of Jobs 

that need to be performed 
._45X_ Competitive with off-campus wages 

Question 6: Check all applicable non-funded or in-kind sources of student employees 
.23%, Interns 
15X Assistant ships 
1 1% Volunteers 
._9X.. Course-requi red work 

OX Work in lieu of expenses such as room or board 
J..lA.. Other 

Ou.estlgn_7: Check all reasonably successful methods of recruiting student employees 
.-85'j;_ Referral from central office on campus 

Referrals from other staff, including students 
_55X. General advertising on campus 
_49X.. 'Seneral advertising within the library 
. . 4X_ Off-campus advertising 
.2]%,. Other 

Quest;1on_8: Does your library conduct reference checks before it hires student 
employees? 
55X_ Sometimes 
_43X_ Never 
2X Always 

Questlpn_9: Does your library have different levels of student employees (e.g., 
Level 1 as entry level; Level 2 for some experience and/ci special skills; Level 
3 for extensive experience)? 
_77X.. Yes 
23X No 

*rExcept for Question 29, percentages are based on the total possible response 
from all 53 institutions. Except for the category of "Other," items within each 
question have been reordered by percentage, from highest to lowest.) 
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Quest 1j).n_. 23: Are the specific responsibilities expected of those officially 

designated as student employee supervisors customarily Included In their written 
job descriptions? 
77X Yes 
No 

Qgestion 24; Check the category of person primarily responsible for providing Job 
training for supervisors of student employees. 
.71%. Individual department head 

28%_ Library personnel officer and/or other administrative office staff 
9X " Other 

Q.ueAtion_25: Does your library have a general handbook for its supervisors o-^ 
student employees? 
_64X_ No 
_34?L Yes 

Question 26: Do your department heads or Individual student supervisors prepare 
budget requests for their anticipated needs for student employees? 
74% Yes 
25% No 

Qyestlon 27: Do your department heads or individual student supervisors prepare 
documents that report annual student employment expenditures and/or work done by 
student employees? 
_79X_ No 
21X Yes 

Quest i on 28 : Does the institution of which your library is a component have an 
office that manages the general Institutional student employment program? 
_81X.. Yes 
-19X. No 

Qu estion 29: If your parent institution has an office that manages the general 

Institutional student employment program, does that office offer orientation or 
other programs for student employees and/or student supervisors? 

72X No 

2 ex Yes 

Question 30: In general, is your library satisfied with the quality of work done by 
Its student employees? 
100X Yes 



Qu estion 31 : Check all applicable characteristics that describe your library with 
respect to an organized personnel program for student employees 
7 OX Program is administered by library personnel officer or other senior 
administrator 

68X Program includes clerical support from administrative office staff 
15l1X_ Program administrator assists with casas of progressive discipline 

21%- Program Includes review and/or assistance from relevant staff committee 
1.15,X_ Program Includes distribution to first-line supervisors of relevant 
articles appearing ii current publications 
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Question 10 ; Check a11 applicable reasons for employing students 
98X Supplement work done by non-student staff 

98X Perform necessary work for which not enough non-student staff are 
available 

J^^%^ Keep service desks functioning In absence of non-student staff 
77% Keep building open In absence of non-stjdent staff 
._42Xi,. Fulfill part of Institution's academic mission 
2% Other 



Qu estion 11 : Do student employees receive any benefits? 
No 

. 13X Yes 

Quest i on 12 : Check all applicable categories of work done by student employees 
1 6 O X Public service desk work and/or telephone coverage 
100X Routine clerical work (filing, typing, word processing, photocopying, 
etc. ) 

1.00?L Shelving and shelf maintenance (weeding, shelf-reading, shifting, etc.) 
92% Processing of books prior to shelving (spine labels, book pockets, etc.) 
75% Mall handling 

_7-4%_ Book repair or other conservation practices 
_7ii. Preparation for and receipt of materials from commercial binders 
_70%_ Computer-based tasks other than word processing (programming, complex data 
entry tasks, use or modification of data In on-Hne records systems 
Including circulation systems, equipment repair, software Installation, 
etc. ) 

.60%_ Catalog card filing 

55% Facilities and non-automated equipment (monitoring, projecting, servicing, 
cleaning) 

49% Non- routine clerical work (Secretarial, departmental administrative 

assistant, etc.) 
45% Supervision of other student employees 

38% Cataloging (preliminary cataloging, cataloging with copy, etc.) 
23% Access to bui'ding or resources for people with disabilities or other 
special needs 
4% Other 



QuestJon..J3: Check all applicable methods of special rewards for student employees. 

.72%.. Parties at particular times (end-of-the term, holidays, etc.) 

21% Cards for particular occasions (birthdays, holidays, etc.) 
...19%_ Monetary rewards (bonuses, gift certificates, etc.) 
" 17% " Distinctive awards (certificates of merit, special honors, etc.) 

„6%. Food packages for final examination periods 

' 1 9%' Other 



Questio n 14: If your library gives special rewards, who funds the rewards? (check 
all that apply) 
_49%_ Individual department 

25% Individual student supervisor 

19% Library administration 

17% Other 



Questio n 15: Does your library conduct evaluations of its student employees? 
JO%__'Yes 
28% No 
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Quest ion 16: Does your library provide recommendations or references for its 
student employees? 
B3%_ Yes 
AML No 

Questio n 17: Check those primarily responsible for providing orientation to the 
library for new student employees. 

-799... Departmental student employee supervisor other than department head 
64X Individual department head (i.e., department has no separate supervisor 

for student employees) 
34% Library personnel officer and/or other administrative office staff 
2% No orientation is provided 

Quest ion 18: Check the category of person primarily responsible for providing job 
training for student employees. 

85X Departmental student employee supervisor other than department head 
57X Individual department head (i.e., department has no separate supervisor 

for student employees) 
8X Library personnel officer and/or administrative office staff 

Question 19 : Does your library have written job descriptions for its student 
employees? 
55X Yes 
_45%_ No 

Question 20: Does your library have a general handbook for its student employees? 

__58X_ No 
40X Yes 

Question 21: Check the appropriate administrative level that has the primary 
responsibility for interviewing and hiring student employees 
75X Departmental student employee supervisor 
-51X- Individual department head, where department does not have separate 

supervisor for student employees 
_^X_ Library personnel officer and/or other administrative office staff 
21X Individual department head, where department has separate supervisor for 

student employees 
OX Other 

Q uesti on 22: Check all applicable levels of staff who can be officially designated 
as a departmental studenc employee supervisor 

10QX Librarians with t»vo years or more years of professional experience 
_98X_ Librarians with less than two years of professional experience 
98X Library staff with bachelors' degrees and less than two years of relevant 
work experience 

.98X.- Library staff with bachelors' degrees and two or more years of relevant 
work experience 

_87Ji. Library staff with associates' or high school degrees and less than two 

years of relevant work experience 
ATX... Library staff with associates' or high school degrees and two years or 

more years of relevant work experience 
.43X_ Student staff with two years or more years of relevant work experience 
_32i Student staff with less than two years of relevant work experience 
OX Other 
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PREFACE 



2. 



3. 



1. The purpose of this manual is to provide student assistants 
and the University of Southern California Central Library 
System staff and faculty with information regarding policies 
and procedures affecting student employment. The 
information is based upon University regulations and the 
policies and procedures of the Central Library System. 
Individual Units are expected to provide students within 
their areas with information regarding policies and 
procedures directly applicable to that unit. 

The University of Southern California employs students in an 
effort to provide them with financial assistance and work 
experience. In addition, it allows departments to gain more 
flexible staffing arrangements and, to some extent, provides 
savings in salaries and fringe benefits. 

It is our intent to provide information regarding hiring, 
paying, and terminating student assistants, in order to 
promote a better understanding of policies and procedures 
regarding student employment within the University of 
Southern California Central Library System. The information 
provided in this manual should serve as a general guideline 
to be followed by students, staff, and faculty for most 
student employment issues. 

Any questions, comments, or suggestions are welcome. 

THE LIBRARIES OP THE UNIVERSITY OP SOUTHERN CALIFORNIA 

The University of Southern California Library system includes the 
Doheny Memorial Library, which houses the general collection, and 
central processing services, as well as specialized subject 
libraries located throughout the campus. These libraries are: 



Libraries Locate d in Doheny 
Boeckmann Center 
Cinema Library 
Government Documents 
Inter-Library Loan 
Music Library 
Periodicals 
Reference 

Special Collections 



Librarie s^ot in Doheny 
Architecture & Fine Arts 
Business Administration 
Education Library 
Gerontology Library 
Hancock Library 
Library Satellites 
Philosophy Library 
Science Library 
Social Work Library 
VonKleinsmid Library 
Arnold Schoenberg Archives 



The Independent Libraries include: the Dental Library, the Law 
Library, the Me-iical Library, and the Safety & Systems Management 
Library. 
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For more information and details regarding USC Libraries, please 
see the Librarian at the information desk on the first floor of 
Doheny Memorial Library. 



RECRUZTMEMT 

During the academic year, the library has two major reczniiting 
psriods. The first occurs during the fall semester, and the 
second, during the spring semester. 

While not considered active recruitment periods, summer and 
holiday hiring do occur within the Library System. 

LZBTZNG 8TUDEHT P08ZTZ0NS 

Adhering to the following procedures will ensure the greatest 
efficiency with which student assistants can be effectively and 
properly recruited. The procedures are as follows: 

1. Approximately one month prior to the beginning of each 
semester, the Library Personnel Office (LPO) sends a memo to 
Library Department Heads and Branch Library Heads, along 
with a requisition form (Exhibit A) , asking supervisors to 
indicate their need for student assistant help. 

The requisition includes: 

a. Number of students needed 

b. Type of student (Workstudy or Regular) 

c. Pay rate 

d. Time available for interviewing 

e. Number of student hours per week 

f . Name of student supervisor 

g. Name of interviewer 

h. Date students are needed 

i. Additional remarks or comments 

j . Hours students are to work each day 

k. Duties students are to perform 

1. Skills required to perform the duties 

m. Supervisor's signature 

n. Department Head's signature 23 



Providing complete information on the requisition form is 
important, because it ensures that the students referred are 
those who most closely meet the qualifications indicated on the 
requisition. Extra requisition forms can be picked up in the 
I<PO. Students will not be recruited for the department unless a 
requisition form has been completed and submitted to the LPO. 

2. After receiving all requisitions from the units, the LPO 
determines the total number of workstudy and regular student 
positions requested. Because all workstudy positions are 
subject to the approval of the Financial Aid Office, Library 
Personnel then submits a Job Request form, for the number of 
workstudy openings needed. Job requests are usually 
approved within 2 to 3 days. 

3. Advertisements announcing student assistant openings are 
placed in the Daily Trojan, (Exhibit B) ; announcements are 
posted in various campus locations and in the Financial Aid 
Student Information System (SIS) . 

4. If necessary, a Job Fair is held in front of Doheny Library 
at the beginning of the semester. The purpose of the Job 
Fair is to assist departments in generating a more rapid 
turnaround time for interviewing and hiring students. 

The Job Fair provides a central time and location for all 
departments in need of student assistants, to participate in 
student recruitment and hiring. This allows for better 
communication between the LPO and the hiring supervisors, which 
streamlines the recruitment and hiring process. 

PROCEDURES : 

1. The LPO determines the location and dates of the Job Fair. 

2. Departments' hiring supervisors inform the Library Personnel 
Office of the dates and times they wish to participate. 

3. The Job Fair is advertised in the Daily Trojan, through 
Financial Aid and the Student Employment Office, and on 
kiosks throughout the campus. 

4. Library Personnel makes arrangements. 

- Room set-up 

- Job Announcements 

- Preparation of forms ( applications ^ 1-9 forms, W-4 forms 
etc. } 

5. The Employment Coordinator screens applicants for 
eligibility, informing them of policies and requirements 
necessary to complete the employment process. 

6. A Library Personnel Representative screens students, making 
individual referrals to department supervisors for a more 
detailed interview. no 
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7. Students cannot begin working until the required documents 
have been submitted to and approved by the LPO. The Employment 
Coordinator will issue an Approval To Work form to those students 
who have met the requirements authorizing them to begin work. 



HIRING PROCEDURES 



Before a student can be hired, the following forms and dociments 
must be completed by the student before he/she can begin work: 

1. Completed job application (Exhibit C) , 

2. Employment Eligibility Verification form (1-9) 

a) Social Security Card and Driver's License (US cltizRns) 

b) Passport, Visa, and Social Security Card (Nonresident 
Aliens) 

c) Resident Alien Card, and Social Security Card (Resident 
Aliens) 

4. Employee's Withholding Allowance Certificate, form W-4 (US 
Citizens, Resident Aliens, and Nonresident Aliens not 
claiming exempt.) 

5. Exemption Ftjm Withholding on Compensation for Independent 
Personal Services of a Nonresident Allen Individual, form 
S233 (Nonresident Aliens from tax treaty countries, claiming 
exempt. ) 

6. Employee's Withholding Allowance Certificate (State), form 
DE4 (Employees filing form 8233, or wishing to change State 
exemptions . ) 

7. Allen Questionnaire (All Nonresident Aliens) 

Must also present a work permit from the Office of 
International Student Scholars (OISS) 

Items 2-7 may not be necessary if the student works for, or has 
recently worked for, another University Department. Students 
wishing to have their Home Department changed should see the 
Employment Coordinator. 



HIRING POLICIES 



The University of Southern California Central Library System 
employs USC students on a part-time basis to fulfill it's need 
for maintaining efficient service to students, faculty, staff, 
and the general public. 

The Library tries to employ as many College Workstudy students as 
possible for the following reasons: 
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1. The students are provided enployment through which, they can 
utilize their CWSP award. 

2. The University Library (e.g. the Unit) is only responsible 
for paying 50% of the student's income, the remainder is 
paid from the CWSP award. This lightens the wage burden on 
Unit budgets allowing more flexibility in the number of 
students hired. 

If College Workstudy students are not available, the library will 
hire as many regular students as allowed by the budget. Regular 
students are paid 100% from the Library student wage budget. 

Occasionally, the Library will hire a student from another campus 
on an internship program. The non-USC student must meet certain 
criteria, such as being enrolled in a Graduate Library Science 
program at an accredited school. He or she must also be a full- 
time student. Arrangements for the internship must be approved 
by the LPO and the University Payroll office, before the student 
is allowed to begin working. 



CLASSIFICATION AMD WAGES 



Student positions are classified according to four levels: 

Level One (1^ - generally requires no previous experience or 
education. Students in these positions have limited 
responsibility and are under close supervision. 

Level Two (2^ - requires job related experience or 
education. Students work independently and are under moderate 
supervision. They may direct the work of other student employees 
performing routine assignments. 

Level Three (3) - requires job related experience or 
education. Students work independently, are under limited 
supervision, and are involved in training and supervising other 
student employees. 

Level Four (A) - requires specialized skills: extensive 
knowledge, experience, and/or a unique ability in a particular 
area. 

These guidelines should be considered in determining the 
Hourly Rate of pay for the newly hired and/or returning students. 
Please see Exhibit D for details. 

Students are paid every two weeks according to a schedule 
(Exhibit E) set by the University Payroll Office. If payday 
falls on a holiday, checks will be issued on the last working day 
preceding the regularly scheduled pay date. 
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TIME CARDS 



1) A newly hired student assistant will receive his/her time 
card from the LPO, once all the necessary requirements have 
been met. 

2) Time cards for student assistants must be submitted every 
other Thursday by 12:00 noon to the LPO (see Exhibit E for 
schedule) . New student assistant time cards may be picked 
up on Wednesday morning after 9:00 a.m.. If a time card is 
missing, or you have received a timecard for a student who 
no longer works with you, please inform the Employment 
Coordinator immediately. 

3) If your department does not have a time clock, the attached 
time conversion sheet (Exhibit F) may be helpful for 
completing and totaling the time card. 

4) The total number of hours worked during the two-week 
period must be calculated and entered on the time card by 
the student. In order to ensure proper payment, it is 
imperative that calculations are both accurate, complete and 
verified by the supervisor. 

5) Each time card must be signed by both the supervisor and 
the student. The supervisor's signature ensures that the 
time cards have been inspected for any adjustments or 
corrections. Any corrections or adjustments on the time 
cards must be initialed by the supervisor, or the 
corrections may be disregarded. Please refer to the attached 
sample of a correctly prepared time card (Exhibit G) . 

6) Time cards must be completed in ink only. 



CWSP FUNDING 



Once the student's award has been depleted, the Unit will be 
responsible for 100% of the students income. It is the 
supervisors responsibility to determine whether or not a student 
who has depleted his/her award should continue employment. In 
addition, it is the responsibility of the College Workstudy 
Student and his/her immediate supervisor, to notify the LPO of 
additional funding granted. 



PAY INCREASES 



1. Pay increases for student assistants must be submitted to 
the Employment Coordinator in writing, and must be signed by 
the appropriate Unit Head or supervisor. 
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AS a recommended standard, pay increases should not exceed 
$0.25 per hour increments. 

Pay increases should always take effect at the beginning of 
a payroll period (the first day on the time card) . 



PERFORMAMCB BZPBCTliTZOHS 



SUPERVISOR; One person should be named as the studer:i:'s 
immediate supervisor who should be directly accountable for 
the proper execution of student employment procedures, and 
for evaluating the student's performance. 

WORK SCHEDULES; Once a work schedule has been agreed upon, 
the student is expected to be punctual, and satisfy all 
reasonable requirements of the employer with regard to 
performance and behavior standards on the job. The student 
must notify the supervisor in advance if he/she is unable to 
work on a given day. Repeated schedule changes or absences 
may result in termination. 

HOTTRS worked; During the academic year, CWSP students may 
not work more than 20 hours in any one week. A CWSP student 
employed in two different departments may not exceed a 
combined total of 20 hours for both departments. There are 
no minimum hours required by the University. CWSP Students 
may work up to 40.0 hours per week during semester breaks 
and summer session. Regular students may work up to 40 
hours per week at all times, at the department's discretion. 
Each student is entitled to a 15 minute break for every 4 
hours worked, or a 30 minute break for 6-8 consecutive hours 
worked. 

CHANGES IN STATUS; The LPO must be notified in writing, of 
all name, address, telephone number, and emergency 
information changes. Correct addresses must be kept on file 
even after termination to ensure that the student will 
receive his/her W-2 in January. 

STUDENT EVALUATIONS; The student should be given an 
evaluation of his/her performance at least once every 
semester (see Exhibit H) . Evaluations will be kept in the 
student personnel file. 
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RESIONATZOM/TERMINATZON 



1. RESIGNATION: Student employees are expected to give notice 
of resignation, at least two weeks in advance, unless 
otherwise arranged with his/her supervisor. 

2. LAYOFFS ! If a layoff becomes necessary, the student must be 
given written notice at least two weeks in advance. Once 
notified, students should be advised to contact the 
Employment Coordinator as soon as possible. 

3. TERMINATION OTHER THAN LAYOFF! A student should be 
counseled by his/her immediate supervisor if performance or 
behavior on the job is unsatisfactory. If improvement is 
insufficient, the student should be given written warning, 
outlining the areas of performance that must be improved, as 
well as the time period in which the student is expected to 
make the improvements. The student should also be reminded 
that the improvements must be sustained in order to continue 
employment within the Central Library System. If 
performance or behavior does not improve, the student may be 
terminated at the supervisor's discretion. The reasons for 
termination should be documented, and copies should be given 
to the student, and the Employment Coordinator. The Library 
Personnel Office encourages supervisors to discuss possible 
terminations with the appropriate AUL prior to the actual 
termination. 

4. LOSS OF STUDENT STATUS: a student's employment may be 
terminated if he/she ceases to maintain an active student 
standing with the Office of the University Registrar. 

5. In any of the cases described above, the supervisor should 
complete and submit a termination notice (Exhibit I) to the 
Employment coordinator, as soon as possible to ensure 
accurate personnel records. 



CIRCULATION & PATRON DATA BASE POLICY 



The University Central Lirary System faculty, staff, and 
students assume major respon&iuilities when granted access to any 
of the Library data bases. The primary responsibilities are: 

1. Guaranteeing the privacy of our patrons. No information 
regarding the patron or the materials checked out to the 
patron may be divulged. 
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2. Maintaining as clean and accurate a data base as possible. 
The following actions are prohibited by Library Policy: 

a. adding "unofficial" notes to GEAC records, 

b. extending library card expiration beyond official dates, 

c. extending borrowing privileges beyond those normally 
given to the user, 

d. creating nonexistent or false records, or 

e. otherwise altering a record with nisinformation. 

Data base records are monitored on a regular basis. Any 
violation of Library Policy will result in immediate dismissal. 
In addition, a report will be made to the Dean of Students for 
'•rther review and possible disciplinary action as a result of 
University Policies regarding data base tampering. 



GRIEVANCE PROCEDURES 



The following steps must be followed when presenting a formal 
grievance: 

1. The student assistant must describe the problem in writing 
and submit it to his/her immediate supervisor. Upon receipt 
of the complaint, the supervisor should respond in writing 
within a reasonable timeframe, normally five working days. 

2. If the problem is not resolved, the student assistant may 
take the complaint to the next supervisory level. Again, 
this should be documented. A written response from that 
supervisor should follow. 

3. If the grievance is still not resolved, the 
Assistant/Associate University Librarian for the unit 
involved should be notified in writing by the student. The 
AUL will meet with the student and his or her immediate 
supervisor to discuss the situation in the hope of resolving 
the problem. 

4. If the problem has still not been satisfactorily resolved, 
the Personnel Manager, should be notified. The Personnel 
Manager will then meet with the AUL, the student's 
supervisors, and the student. A decision will be made, and 
the student will be notified in writing. 

NOTE: The Central Library System encourages open discussion 
between supervisors and all employees in order to resolve 
problems quickly and easily. only when discussions within the 
unit chain of command have failed, should the above procedure be 
implemented. 



DEFZMITZ0M8 



PS-100 - (Personnel Status Form) -Used to establish or change a 
personnel record on the Payroll System. 

PA-l - (Pay Authorization) -Used to establish or change funding 
information, (e.g. rate, account #, etc.) 

DPA - (Department Pay Authorization) -Substituted for a PA-l 
when the employee's Home Department is not the 
University Library. 

PGR - (Payroll Check Request) -Used to request a hand drawn 
check for payments irregular to the normal payroll. 

1-9 - (Employment Eligibility Verification Form) -Used to 
verify that the employee has the legal right to work in 
the United States. 

CWSP - (College Work-Study Program) -Federally funded program 
which awards financial assistance to qualified students 
by funding 50% of the student's income. 

ISWOP - (International Student Work Opportunity Program) 
Similar to CWSP for qualified International Students 
not eligible for CWSP. Students must apply through the 
Office of International Students and Scholars. 

NRA - (Non-Resident Alien) -A foreign student who is neither a 
citizen nor a permanent resident of the United States. 

RA - (Resident Alien) -A student from another country who has 
Permanent Resident status in the United States. 
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FREQUEMTLY ASKED QUESTIONS AND ANSWERS 



ERIC 



Q. Can a student work more than 20 hours a week if he/she has 
college workstudy? 

A. Only in the summer or during holiday breaks. 
Q. When are timecards submitted? 

A. Timecards are to be completed and submitted to the LPO every 
other Thursday by 12:00 noon, and/or as per the schedule 
provided by the LPO. 

Q. Can a student use his/her Fall or Spring workstudy award in 
the Summer? 

A. No, Fall & Spring awards can not be used during the Summer. 
A specific Summer workstudy award should be applied for. 

Q. Does College Workstudy carry over form one year to the next? 

A. No, funds not used for the award year are lost and can not 
be carried over into the following year. 

Q. Can a Non-Workstudy student work more tiian 20 hours during 
the regular semester? 

A. A non-workstudy student may work up to 40 hours per week, if 
work does not interfere with his/her classes. Generally, it 
is not advisable to allow any student to work more than 20 
hours per week on a regular basis. 

Q. Why do some students receive their paychecks in a 
department other than the University Library? 

A. If the student works for, or has worked for, another 
University department, recognized by Payroll as the "Home 
Department", all payroll transactions, including paychecks, 
must go through that department. 

Q. Can a student work for more than one Library Department, or 
other Departments on campus? 

A. Yes, students may work for more than one library or in 
another department on campus, but the guidelines governing 
hours worked must still be adhered to. 

Q. Should a student worker be terminated for the Summer if 
he/she is going to return in the Fall? 

A. Yes, the LPO must be notified if a student is not expected 
to work for any extended period of time. 
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When is a student allowed to begin worlc? 

A student nay only begin work after obtaining an Approval to 
Work form from the Employment Coordinator. 

What is the minimum wage for student assistants? 

As of July 1, 1988, the minimum wage is $4.25. (See Pay 
Scale Exhibit D) 
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THE UNIVERSITY LIBRARY 

STUDENT PERSONNEL REQUISITION 

To: Library Administration: Personnel 

From: 

(Name) (Oeparu-nent) 



Number of Work Will 
Students Study Regular Accept 
Needed Students Students Either 



Original Request ( ) Replacement ( ) * 



Rate of Pav : 

Number of Hours/Week: 

Supervisor: 


Morning Afternoon Even in 

Sunday 
Monday 
Tuesday 


Interviewer: 


Wednesday 
Thursday 


Date Needed: 


Friday 
Saturday 






Duties (Be Specific) : 


Skills Required: 
















Supervisor's Signature 




Department Head Signature 



* Notice of Terroination must accompany this form for student replacement. 



EXHI3IT A 



(Extension) 



PERSONNEL OFFICE USE ONLY: 



Date 


Name 


Appt Date/Time 


Int Hired Reg 






/ 


( ) ( ) ( ) • 






/ 


( ) ( ) ( ) ) 






/ 


( ) ( ) { ) ( : 






/ 


( ) ( ) ( ) : 
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WANTED!!! 

VARIOUS FALL POSITIONS AVAILABLE WITH 




WORK-STUDV PREFERRED IN MOST CASES 
APPLV TO — DOUGLAS J. MILLER 
LIBRARV PERSONNEL 
DOHENV MEMORIAL LIBRARV, ROOM 32e 

(213) 743-7452 
AA/EOE 
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uiiivr.usiTY i.iiuiAity 



STUDENT ASSISTANT APPLICATION 



Toilay's Da let 



Availnbl 1 L ty Date: 



Nnmc ; 



Adclrnns : 
Afldt CSS : 



lhast) (llrstl 
1 Local or Campus) 



TMlclale)' 



Telephone luiinbRr! 
llest time to cnLl: 



(permanent) 
CMI.ncrMCY IMFOtlMATIONt 



(slTcee ET 
(Street)' 



"Icltyr 



"(stater 



TclTy) istatef 



Izlp] 



(neiabionship) 
(Street) 



Work telephone iniMihf»ri 
Home telephone number i 



TcTtyf 



Tstator 



(7.1 pi' 



llirllidolc: 



Sex : 



SocIaI Security I: 

U.S. Citizent ( } Yes 
Visa Typo J 



( ) No 



Country of Citizenship: 



Present Enrollment Status: 

( ) rn ( ) SOPH 
( ) ju ( ) sn 

( ) Grad I Units 

Major: 



College V/oik Study Awanl: 
( ) Yes ( ) 
Award Amount: __$ 

Other » 

Amount: $ 



Have you ever worked for USC before? ( ) Yes ( ) No Department: 
Arc you presently employed with USC7 ( ) Yes ( ) No Department: 



V/hich semester (s) do you plan to work: ( ) Fall ( ) Spring ( ) Suiraner 



(Please complete both sides of application) 



liiuL below any posilloiis you liavc lioldt particularly Library experience: 



l>a tost 
Irom To 



nmploynr tlnino 
and Address 



Job Duties 



neasoti Cor l.oaviiuj 



Check those Items with which you are Camlllor either through experience or trolnlnc|i 

^ Typlnci wpm Colculator Adding Machine Invoices 

rlllncj Inventory Computer (Name Systemts): 



Please list Foreign languages that you can read and speak fluently 



SCIIEDULB OP AVAILADLC UOUnS: 

Sun Hon Tue Wed Thu Tri Sat 



Homing 
0-12 

AT lernoon 
12-5 



rvening 
w 5-12 



How mtiny hours do you plan Lo work/week? 



ron 01TICI2 usK ohly 



Starting Datet 

Starting Kate: 

tilbrary Department: 
Remarks: 



Supervisor's slgnaLiita 



ERIC 
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BEST COPY AVAILABLE 



EXHIBIT D 



U COLLSCE C 
U WORK- STUDY C 
U ?ROCHAM C 

UU UU SSSSS CCCCCC 

UU UU sss cc 
UU UU sss cc 

UUUUUU SSSSS CCCCCC 



CLASSIFICATIQW L5VSLS 
PAY SCALE 



CLASSIFICATION LEVELS 



D«gr«« of 
«xp«rl«nc« 

•ducacion, 
or skills 



Lsval of 
rtsponsl* 

bllicy 



D%gT%m of 

suparvlslon 



Dlracclon 
of ocher 
seudane 
•aployaes 



Typical 
ducias 



I STEP 
I 



I 



No pravious 
axparlanca , 

aducacion* or 
skills raquirad 



|Job ralacad 
laxparianca , 

laducacion or 
Ispacial skills 
I raquirad 



|Job ralacad 
laxparianca , 

jaducacion or 
Ispacial skills 
I raquirad 



Limicad 
raspons ibilicy 



I Indapandanc 
ljudgamanc and 
Idacision making 
I may ba raquirad 

I 



IVorks 

I indapandancly 

I 



Parfomis roucina 
casks undar 
suparvision 



I Undar modaraca 
I suparvision 

I 



I Limicad 

I suparvision 

I 



UsuAlly nona; may 
ba callad on co 
assise in amployea 
oriancacion/ 
craining 



Filing, phoco- 
copying , dishwash* 
ing, ansvaring 
phonas , usharing, 
book shalving, 
lab and glassvart 
claaning 



[May diracc ochar 
jscudtnc employaas 
! in roucina vork 
Iprocaduras 



1 



I InvoLvad in 
I craining and 
I suparvision of 
I ochar scudanc 
I employass 



I Quick and accurace 
I typing, ractpcion- 
I isc ducias nacas^* 
I icacing chorough 
Iknovledga of offica 
Iprocaduras , 
jcucoring, grading, 
Irasaarch and lab 
I assiscancs , daca 
I ancr/, compldx 
I cashiaring 



lAdvancad cucoring, 
Icompucar analysis 
land progranuning, 
■grading which ra* 
jquiras comprahan* 
Isiva knovladga of 
Isubjacc mactar, 
Ipaar counsaLing 



|Jobs ac chis LavtL 
jraquira spacialized 
I skills, axtansiva 
jknowladga and/or 
laxparianca. or a 
^luniqua ability in 
I a parcicular araa. 
I 

IBacausa of che 
luniqua nacure of 
I chasa Jobs , a very 
_| small parcancaga 
jvill ba classified 
jac chis lava I. 
I 

JTha pay race for 
jaach laval 4 job 
I is assignad on a 
jcasa by casa basis. 
jSuparvisors should 
I lisc a racommand" 
J ad pay race when 
Icomplacing cha 
IRaquasC for ^rav 
I Job. 
I 
I 



I 



PAY SCALE 



I 



3.35 > 3.75 



4.25 . 5.00 



5.50 > 5,00 



3.76 . 4.25 



6.50 



5.01 - 5.50 



6.01 - 6.50 



4.26 



5.51 • 6.00 



6.51 -7.00 



4 



76 



• 5.25 



6.01 



50 



7.01 • 7.50 



1. Seep A should ba usad for navL/ hired scudancs. Excapcionally qualified 
candidaces may ba hired ac seep 3 ac cha daparcmanc's discracion. 

2. Annual raises should place scudanc in cha nexc scap. 
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UKIVBR8ITY LIBftXRV PBi^ffiJfTffBTi 
TIMEGXftD gcggnnT.y 



Turn- in Dat? 


CorresDondino Pav Date 


08/30/90 


09/06/90 


09/13/90 


09/20/90 


09/27/90 


10/04/90 


10/11/90 


10/18/90 


10/25/90 


11/01/90 


11/08/90 


11/15/90 


11/22/90 


11/29/90 


12/06/90 


12/13/90 


12/20/90 


12/27/90 


01/03/91 


01/10/91 


01/17/91 


01/24/91 


01/31/91 


02/07/91 


02/14/91 


02/21/91 


02/28/91 


03/07/91 


03/14/91 


03/21/91 


03/28/91 


04/04/91 


04/11/91 


04/18/91 


04/25/91 


05/02/91 


05/09/91 


05/16/91 


05/23/91 


05/30/91 


06/06/91 


06/13/91 


06/20/91 


06/27/91 



Timecards must be signed, totaled, and turned in by 12:00 noon, 
on each turn-in date, unless otherwise arranged. 
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EXHIBIT F 



TIME CLOCK HOUR C0NVZR8Z0M TABLES 



ENUTES / 


lOOths 


MINUTES 


/ 


lOOths 


0 


. 00 


46 






.77 


1 


.02 


47 






.78 


2 


.03 


48 






.80 


3 


.05 


49 






.82 


4 


.07 


50 






.83 


5 


. 08 


51 






.85 


6 


.10 


52 






.87 


7 


.12 


53 






.88 


8 


. 13 


54 






.90 


9 


.15 


55 






.92 


10 


.17 


56 






.93 


11 


.18 


57 






.95 


12 


.20 


58 






.97 


13 


.22 


59 






.98 


14 


.23 


60 




1 


.00 


15 


.25 










16 


.27 










17 


.28 










18 


.30 


HOURS 


/ 


lOOths 


19 


. 32 


1:00am 




01 


:00 


20 


.33 


2 : 00am 




02 


:00 


21 


.35 


3 : 00am 




03 


:00 


22 


.37 


4 : 00am 




04 


:00 


23 


.38 


5 : 00am 




05 


:00 


24 


.40 


6 : 00am 




06 


:00 


25 


. 42 


7 : 00am 




07 


:00 


26 


.43 


8 : 00am 




08 


:00 


27 


.45 


9 : 00am 




09 


:00 


28 


.47 


10 : 00am 




10' 


too 


29 


.48 


11 : 00am 




11 


:00 


30 


.50 


12 : 00pm 




12 


:00 


31 


.52 


1 : 00pm 




13! 


: 00 


32 


. 53 


2 : 00pm 




14: 


;00 


33 


.55 


3 : 00pm 




15: 


;00 


34 


.57 


4 : 00pm 




-16: 


:00 


35 


.58 


5 : 00pm 




17: 


100 


36 


. 60 


6 : 00pm 




18: 


00 


37 


. 62 


7 :00pm 




19: 


00 


38 


.63 


8 : 00pm 




20: 


00 


39 


. 65 


9 :00pm 




21: 


00 


40 


.67 


10 : 00pm 




22: 


00 


41 


.68 


11 : 00pm 




23: 


00 


42 


.70 


12 : 00am 




24: 


00 


43 


.72 










44 


.73 










45 


.75 
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EXHIBIT G 



I 



IJ]I^ I Doe John 
Jj{» 9999999 999-99-9999 

Depaxtment 
tiiO 15-7605-9999 9199 14710 R 
Start Date &ui Date 



15 



CA 



> 

o 

s 

o 

P3 



2 a 

a 2 



■en a 

:|i 



1 1 ^ 



Mi 



O' 



Oi 



4.0 



4.0 



3.0 



4.0 



115.0 



'13.0 



128.0 



12:00 09/05 



08:00 09/05 



18:00 09/04 



14:00 09/04 



12:00 08/31 



09:00 08/31 



17:00 08/30 



13:00 08/30 



TOTAL HOURS 

TXI$ Slot 



TOTAL HOURS 

REV USE SIDE 



TOTAL HOURS 





9 








S 








S 








s 








s 
















o 
















9 
















o 








S 








o 

1 






12:( 
imv 


£ 






1 dale al 
i BLUE 


9 

1 






S 








1 9 
1 *^ 






1 S 






1 S 
1 *^ 










1 *^ 






13:00 


09/12 


li 




■ 4.0 i 




09:00 


09/12 


rimecari 
rimecan 




■ 3.0 < 




16:00 


09/1. 




1 SE 






13:00 


09/11 










12:00 


09/10 




1 s 


■ 2.0 < 




09:00 


09/10 




1 *^ 






17:00 


09/06 




* 1 SB 


- 3.0 i 


\ 14:00 


C9/06 






L3.0 


TOTAL HOURS 
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UNZVERSZTY LIBRARIES 
STUDENT EVALDATIOM 



EXHIBIT H 



Student's Name: 



Date: 



Functions Performed: 



Supervisor: 



Rating Key: 1) Outstanding 2) Above Average 3) Average 

4) Less Than Average 5) Unsatisfactory 

A) Please rate the student's performance in the following 
areas, using the above scale. 



1) Reliability 

(Can the student be counted on to work at assigned 
time? Can the student be counted upon to cover for 
someone who is absent? Does the student call when 
unable to work due to unforeseen events?) 

2) Punctuality 

(Does the student arrive for work on time?) 

3) Knowledge of Procedures 

(Does the student's handling of patrons indicate that 
he/she is comfortable with knowledge of Library 
procedures? Does the student ask questions when unsure 
of procedures?) 

4) .-lanageability 

(Does the student follow instructions well? Does 
he/she work well with staff members and other student 
assistants? When assigned a task, does he/she 
accomplish it effectively?) 

5) Responsiveness 

(Does the student deal with patrons courteously and 
helpfully? Does the student inspire confidence in 
patrons, that they are being rendered an efficient 
service? Does the student make patrons wait while 
performing other tasks or being overly talkative?) 



B) On reverse side, please make any relevant comments. 

(Does the student show interest or willingness to learn new 
skills, take initiative to find things that need to be done, 
exhibit good problem solving skills, attempt to improve 
service or working conditions through suggestions, help at 
times other than scheduled working hours?) 

C) Student Response: I have read this evaluation: 



I authorize Library Personnel to use this information if 
asked for a reference: Y / N 

I wish to comment as follows: 

(Use reverse side or attached sheet as necessary.) 



Date: 
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EXHIBIT I 



STUDEHT ASSZSTAKT TERMIMATZOM FORM 



NAME (Last) (First) DEPARTMENT 

TERMINATION DATE (Last Day Worked) REASON 

RECOMMENDED FOR OTHER LIBRARY/ CAMPUS EMPLOYMENT? 

YES NO 

IMMEDIATE SUPERVISOR PHONE NUMBER 



STUDENT ASSISTANT EVALUATION 

Rating 

Reliability: 

Punctual 

Adheres to scheduled hours.... 



Public Relations: 

Manner 

Courtesy 

Appearance 

Quality of Work: 

Follows Instructions 

Accuracy 

Judgment 

Quantity of work accomplished 

Willingness to perform needed tasks. ., 

Comprehension and interest in 
performing duties beyond routine 



Rating Key: 

1 = Outstanding 

2 - Better than average 

3 = Average 

4 = Improvement desirable 

5 = Unsatisfactory 



SUPERVISOR'S SIGNATURE 



DATE 
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STUDENT EMPLOYEES' HANDBOOKS 
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University of ConnecfcJrut 





THE 

yXIVERSm' ()F 
CONNECTICUT 



Box U-5 

369 Fairfield Road 
Storrs.CT 06269-1005 
FAX: (203) 486-3593 



Homer Babbidge Library 



Student Assistants: 



Welcome to the staff of the Homer Babbidge Library! We are pleased to 
have you join the staff and we hope that you wiii find your assignment chaiienging. 
We rely on our student assistants to perform many important library tasl^s. Without 
student assistants, we could not operate the library. 



We take pride in the quality of library service and the importance of the Library to the 
University. As a member of the Library staff you assume the responsibility to provide 
excellent service and to represent the library in the best possible manner. 



We hope you enjoy your work here and are grateful for your efforts on behalf of the 
Homer Babbidge Library. 



Sincerely, 




Norman D. Stevens 
Director of University Libraries 
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An Equal Opponuniiy Employer 



Table of Contents 



Page 



SECTION ONE EMPLOYMENT INFORMATION 

Payroll Information ^'^ 

General Information ^'^ 

SECTION TWO OVERVIEW OF THE LIBRARY 

Organization Chart • ^ 

History of the Library ^"^ 

Preservation of the Collections O"'^ 

Descriptions of Library Departments • "^^-IS 

Regional and Professional School Libraries 6 

Card Catalog Information ^ 

Classification Systems ^^"^^ 

Arrangement of Books 23-24 
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SECTION ONE 
EMPLOYMENT INFORMATION 
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Payroll Information 



Payroll Authorizations 

You should be sure that you have completed all forms necessary to be uthorized on 
the Library payroll. Payroll Authorizations must be completed in quadruplicate, with 
both an 1-9 form and W-4 form attached to the authorization. You are responsible for 
hand carrying your authorization to the Student Employment Office before you can 
begin to wortc. 

Form W-4 

The purpose of Form W-4 is so that your employer can withhold the correct amount of 
Federal income tax from your pay. 

Form 1-9 

The form 1-9 has been developed to verify that persons are eligible to worl^ in the 
United States. It is the direct result of the Immigration Reform and Control Act passed 
by Congress in 1986. The Immigration and Naturalization Service and the 
Department of Labor are responsible for Implementing this law. The University of 
Connecticut must present the 1-9 Form to an audit official upon request. 

It Is the responsibility of the library to verify that an individual is eligible fc" employment 
before he/she begins to woric. 

As a new student or a reauthorized foreign student, your supervisor will be able to 
instruct you on the specific paperwort^ you will need to complete your 1-9 forms. 

You can expect to receive your first paychecl< 4 weel<s after you first begin wori<ing // 
your paperwori^ is received at the Student Employment Office no later than 4:30 pm 
the Thursday before a new pay period. If you begin wort^ before the beginning of the 
new pay period you may need to wait a weel^ or two longer to get your first checl^. 

Payroll Regulations 

Any individual employed by the Library on either the Student Labor or Worl<-Study 
payroll must be registered as a student at the University of Connecticut. An exception 
may be made if a student labor job has been advertised in the Student Employment 
Office for two weeks and the employer is unable to locate a qualified UConn student. 
In this case only, a student from another institution may be hired. Confirmation from 
the Student Employment office must be received before a student can begin to worl<. 
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Maximum Hours per pay weak during the school year a student can work 



US Citizens During the fall and spring semesters when school is in session, a 
student employed on work-study and/or student labor may work a maximum of 
twonty-flve (25) hours per pay week, Friday through Thursday in all of his/her 
University Jobs combined. 

International Students International students may not work more than twenty 
(20) hours per pay week, Friday through Thursday, in all Jobs combined. 

Waiver of 25 hours per pay week limit during the school year 

Under special circumstances a student may work over twenty^flve (25) hours per 
pay week, but not more than forty (40) hours per pay week. He/she must get written 
permission from his/her Job supervisor(s) and academic advisor (via form SEO- 
116) certifying that working in excess of 25 hours per pay week will not hinder his/her 
academic progress. 

If a student receives special permission to work over the 25 hours per pay week limit, 
under no circumstance should he/she work over forty hours (40) per pay week in 
all his/her University Jobs combined. 

Maximum hours per pay week during the summer and other authorized 
vacation periods 

US Citizens A student employed on work-study and/or student labor may work a 
maximum of forty (40) hours per pay week Friday through Thursday in all Jobs 
combined. 

International Students When school is not in session, and if the student is eligible 
and intends to register for courses for the next semester, an international student may 
work full time, up to but not more than forty (40) hours per pay week, Friday through 
Thursday all jobs combined. 

Hours Restrictions for minors under 18 years of age 

A student employee under 18 years of age is restricted by State and Federal law not 
only in the total number of hours he/she is allowed to work per pay week, but, 
also in the time of day and the total number of hours he/she is allowed to work per 
day. Student supervisors have more information about these restrictions. 
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General Information 



Service 

Every Library employee is involved in our effort to maintain a high standard of service 
to our users. Courtesy of manner, accuracy of response and helpfulness to users are 
primary obligations of every Library employee. Difficult or unreasonable requests 
should always be referred immediately to your supervisor. 

While the Library has no dress code for staff, all employees should keep in mind that 
while working here they represent the Library to the public - therefore dress should be 
neat and appropriate to a work environment. 

Because the Library is made up of many departments, offering both public and 
technical service, serving different needs and having different staffing hours, 
requirements within departments may vary from one to another, but should follow the 
general guidelines outlined below. You may receive more specific instructions from 
your supervisor. 

Job Descriptions 

A description of your responsibilities can be obtained from your immediate supervisor. . 
Break Time - Eating and Drinking In the Library 

For every continuous 3 1/2 hours wori^ed you are allowed a fifteen minute break. For 
wori( periods of less than 3 1/2 hours, breaks are generally not permitted. Smoking in 
the Library is in designated areas only. Eating and drinking is not allowed in the 
Library except for the all-night study room and the staff lounge. The staff lounge is 
open to all staff and is available for "coffee" or meal breaks. See your supervisor 
regarding access to this area. 

Absences from work: Illnesses, exams, etc. 

The Library employs a large number of student assistants and is heavily dependent on 
them to cany out its day-to-day operations. Therefore, student employees are 
expected to follow these guidelines. 

In ail Library departments advance notice is required if you are unable to come 
to work when scheduled. If you are working in a public service area where desk 
coverage is part of your assignment, you may be required to an'ange for a 
replacement for your scheduled hours. Since the Library is at its busiest at exam 
time, you may be required to put in the same number of hours of work at this time 
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as during the regular academic year. Any request for a change of work schedule 
(whether for exams or another substantial reason) must be discussed with your 
supervisor well in advance of the proposed change. 

If you are unable to report for work for any reason please call your supervisor as 
soon as possible to let your department know. Failure to report for work may 
result in termination of employment. 

Termination 

The Library Is required to post all student positions for two weeks before being allowed 
to fill them. Therefore, the recommended procedure for all student employees is to 
give two weeks notice when resigning from a position. 

Should the library no longer require your services for whatever reason (budgetary 
cutbacks, schedule conflicts, unsatisfactory performance, etc.) you must also receive 
two weeks notice from your supervisor. 

When you are leaving your position at the Library be sure to make arrangements in the 
Library Office for either picking up your last check or having it mailed to you. If it is to 
be mailed, please give us a stamped, self-addressed envelope. 

Telephones 

Effective Library service requires constantly available telephones. It is important that 
the Library telephone lines be kept open at all times. Personal calls should not be 
made or accepted during working hours on the Library phones except in cases of 
emergency. There are free campus phones located in the lobby on each floor and 
payphones are located in the 24-hour Study Room. 

Questions 

If you have questions about your job responsibilities or working conditiqns please see 
your supervisor. If your questions concern payroll matters, ple^tse do not hesitate to go 
to the Library Administrative Office with your questions. 

Grievances 

if you have a grievance see your supervisor as soon as possible. If every reasonable 
effort to resolve the situation within your department fails, you may call the Library 
Administrative Office (ext. 2219) and make an appointment to see the Associate 
Director for Administrative Services. To assist in matters which are not resolved within 
the Ubrary, a Student Employee Coordinator in the Office of Financial Aid is available 
(ext. 2819). 
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Escort Service 

The University Public Safety Department provides an escort service between 6:00 p.m. 
and 3:00 a.m. for people who need to get to distant or remote places on campus. 
Student assistants who are leaving worl< during these hours may call escort service 
ext. 4809 and establish the time when they would like an escort from the Library to 
their car or dormitory. 
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Fire - Police - lUledicai Emergencies 

(Ext.6- 3131) 



Fire 

Any fire which appears to endanger either people or iibrary materiais should be 
reported to the University Fire Department immediately. You should call emergency 
91 1 and pull alarm. Then walk to the nearest fire exit or corner stairwell, and leave the 
building. (You are not responsible for helping to evacuate people from the library.) 

Theft 

If you are aware that Library materials have been stolen, report this to your supervisor 
immediately or to the Ubrary Administrative Offices, ext. 6-2219. Please provide a 
description of the material, the time of the theft if known and leave your name in case 
additional information is needed. 

If you become aware of a theft of Library materials in progress while you are on duty 
report it immediately to your supervisor or if the supervisor is unavailable call the 
police on ext. 91 1 . 

Accidents 

Report any accident to your supervisor at once. In the case of a serious physical injury 
or fainting, do not move the individual. If your supervisor is not available, call the 
Library Information Desk ext. 6-4636 or Exit Control ext. 6-3099 and the person on 
duty there will contact the appropriate University personnel for assistance. 

You should then wait for the arrival of trained University personnel. 

If you are injured on the Job, notify your supervisor at once. All staff accidents no 
matter how minor they appear must be reported to the Library Administrative Office so 
that appropriate forms can be completed, and to ensure that medical care is sought 
when appropriate. 
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SECTION TWO 
OVERVIEW OF THE LIBRARY 
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History of the Library 



The transformation of The University of Connecticut from a smaii agrlcuiturai coiiege 
Into a center for graduate Instruction and research has been accompanied by striking 
changes in the Library. The first books were donated by Augustus Stop's, T.S. Gold 
and others in 1884. Collections grew slowly from 10,535 volumes In 1906 to 100,000 
by 1 947. The decade of the 1 960s was a period of tremendous growth for the 
University and for the Library whose collections increased from 270,000 volumes in 
1960 to 735,000 volumes by 1970. 

The University Libraries System on the Storrs campus now includes the following 
separate facilities the Homer Babbidge Library, the Historical Manuscripts and 
Archives Division, the Music Library, and the Pharmacy Library. Among them they 
currently hold 1 ,700,000 volumes, with a total of 2,100,000 volumes In the system (not 
including the Health Center). The Storrs campus libraries currently subscribe to 
1 1 ,645 journals. Staff positions in the libraries at Storrs number 1 14, and student 
employees represent the equivalent of an additional 44 full-time positions. 

The first Library was housed in two rooms in the Old Main building. In 1909, it was 
moved Into the Dining Hall and by 1924 occupied the south wing of the building. 
When Beech Hall was constructed in 1929, space was provided for a library of 50,000 
volumes in the east wing of that building. 

The Wilbur L. Cross Library was opened in 1940 with a capacity for 250,000 volumes. 
At the time, the collections numbered only 65,000 books and the building was shared 
by the English and History Departments and the President's Office. As collections 
increased, it eventually became necessary for the Library to occupy the whole 
building. In 1964, the University completed an addition to the Library which provided 
space for 500,000 books. At that point the collections had already grown to 420,000 
books and in the late 1960s planning was begun for an entirely new facility. Increased 
collections, numbers of readers and staff could no longer be contained in the Library, 
and large numbers of books were moved into temporary storage areas awaiting the 
completion of the new Library. 

Construction was begun on the new eight level University Library, designed by Robert 
S. McMillan Associates of New York, in July 1975 and completed by August 1978. At 
noon on October 30. 1978 Director of University Libraries, John P. McDonald, and 
University Librarian, Norman D. Stevens, opened the doors of the new facility to admit 
the first users. Subsequently, on May 18, 1984 the Library was renamed in honor of 
Homer D. Babbidge, Jr., former President of The University of Connecticut. 

The Homer Babbidge Library contains 396,000 square feet and seats 3.000 readers. 
Until the past few years the book and journal collections fit easily into this space, which 
had been designed and constructed to allow for expansion of the collection to 
2,500,000 or more volumes. However, collections and staff use have increased to the 
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point where, beginning in 1990. the Library plans to develop a seventh floor. This new 
area, to be called Level A, will provide renovated space for the Library's growing 
collections during the next 10-15 years. 

The six floors currently open to the public are used as follows: the basement holds the 
Technical Services and Systems departments and the Current Periodical Room (CPR); 
the plaza level (the level on which the library is entered) has the Administrative Offices, 
Special Collections, and the Seminar and 24-hour study rooms; the first floor houses 
most of the reader services, the Information and Reference Desks, Microtext and CD- 
ROM services, Interlibrary Loan, Circulation and Reserve, and Copy Center. The 
remaining three floors contain the collections plus study space for individuals and 
groups, assigned research studies, and the art, audio, video, and map libraries. 

In addition to the much needed space for collections and study, the building provides a 
number of other services-such as space for public computer terminals, 
microcomputers and a 24-hour study room. 
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Preservation of the Collections 



The books, journals, maps, manuscripts, and other materials housed In the University 
of Connecticut Libraries comprise a growing repository of Information that has both 
current and historical value. Most Items are purchased with the expectation that they 
will be "permanently" available to the academic communlty--to today's scholars and 
researchers, and to people who will study at the University In the distant future. 
Because the University Is building 'esearch collections, most materials are retained 
even after they have become very old, worn, or damaged. While several thousand 
items are repaired in the Libraries' Preservation Department each year, tens of 
thousands must be returned to the shelves In poor condition. 

It Is Impossible for the Libraries to recover from the effects of careless handling, 
mutilation, and loss of materials. While replacement of ruined items may seem an 
obvious option, often It is not. Many titles go out of print quickly, and in cases where 
replacements are available, difficult decisions must be made. Every retrospective 
purchase competes with the purchase of newly published materials. Furthermore, 
costs rise far more sharply than do budgets. The average price of hardcover books 
published in the United States in 1977 was $19.22; in 1989 the figure was $40.10. 
The average cost of journal subscriptions in the fields of chemistry and physics was 
$93.76 in 1977; in 1989 average prices reached $367.88. For these reasons it Is 
essential that we treat library materials as precious recyclable resources. 

Library users and staff play a significant role In helping the Libraries meet their 
commitment to develop and maintain collections of significant breadth and depth. 
They do this by ensuring that as materials pass from person to person their condition 
changes as little as possible. What can you do to help? 

. Pay careful attention to the slide-tape show, The Care and 
Handling of Books, which you will see as part of your 
orientation to the Libraries. It Is available in the Culpeper 
Library throughout the year, so you can ask to see it again at 
any time. 

. Follow the guidelines listed in the flyer, "How to Care for the Library's 
Collections: A Role for Everyone," which accompanies your orientation 
packet. Most importantly, handle materials carefully. Don't toss them 
around, or cram them Into too-full back packs. Protect materials from 
dirt, food, and drink, and keep them dry. When you remove a book 
from the shelf, straighten those that remain and support them firmly 
with a bookend. Don't write on or highlight pages, or fold over corners; 
put yourself In the shoes of the next reader. 
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Remember that while your Job may require that you handle 
many hundreds of books, maps, or other items each day, library 
materials are simply not manufactured to withstand repeated 
use and can easily be damaged by roi:gh or careless treatment. 

Be on the lool^out for library materials that are worn or damaged, 
and bring them to the attention of a staff member in your 
department. The eariier damage is identified, the less difficult it 
is to correct. 



Description of Library Departments 



The following list will give you a brief description of the 
University Library's operations. 

Administrative Offices 

The Administrative Offices for the University Libraries are located in the Homer 
Babbidge Library. Those offices house the senior administrative staff of the University 
Libraries who are responsible for the direction and oversight of the three major 
divisions (Administrative Services, Coiiections and Information Services, and 
Technical Services and Systems) of the Homer Babbidge Library as well as the other 
units of the University Libraries on the Storrs campus and the several regional 
campuses. In addition the Administrative Offices houses the support staff that is 
responsible for the day-to-day management and processing of such administrative 
functions as equipment, payroll, personnel, supplies, and travel. The support staff in 
the Administrative Offices oversee all aspects of student employment including the 
processing of student employment authorizations, processing of time cards, and the 
distribution of student paychecks. 

Acquisitions Department 

The Acquisitions Department is responsible for the ordering and receipt of materials, 
regardless of format, to be added to the collections of The University of Connecticut 
Libraries. It is also responsible for the appropriate monitoring of these functions, as 
well as the utilization of efficient and cost-effective methods. In addition, the 
Department provides information to material-in-process and services the Current 
Periodicals Room (CPR). 

Art & Design Library 

The Art & Design Library collects, houses and maintains library materials in the fields 
of art and art-related disciplines inciuJirg bool^s and journals. It has its own reference 
and rare materials sections. It provides L-^.'urence and circulation services. 

Audio/Video and Microcomputer Services 

The Culpeper Library is the primary location in the Babbidge Library where a variety of 
non-print media is housed, maintained, and used. 

Bibliographic Control Department 

The primary duties of "Bib Control" are to create and maintain access points for the 
coiiections of the libraries of the Storrs campus. Central to the operations are the 
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cataloging and classification of materials ranging from monographs and serials to 
microfilms and University theses. In accomplishing these tasks heavy usage is made 
of automated systems Including OCLC, a major national bibliographic database, and 
local technologies. 

Circulation Services 

Circulation Services is responsible for charging out classified bool< materials from the 
general collections and provides circulation status and availability information for 
materials not on the shelves. In addition, Circulation places requests on materials 
charged to other patrons and searches on materials not found on the shelves; 
Including processing missing materials for reorder, maintaining patron file of eligible 
University borrowers and registering eligible borrowers not affiliated with the 
University. The Circulation Services are also responsible for library notices for 
charged and requested materials and records of fines and replacement charges billed 
to library patrons. 

Collection Development Department 

The Collection Development department is responsible for the formulation and 
Implementation of major policies, procedures, and programs relating to the 
development and management of University of Connecticut Libraries collections of the 
Storrs campus (Homer Babbidge Library, Pharmacy Library, Cookson Music Library, 
and Historical Manuscripts and Archives). Specifically, the Collection Development 
Department is responsible for collection development policy; budget; liaison with 
academic programs; oversight and control of grants intended for collection 
development; oversight and control of significant gifts of library materials or funds for 
library materials; liaison with other library departments on coilection development 
matters; and monitoring of regional and national collection development records and 
affairs. 

Cookson Music Library 

Located in the Music Building (entrance via Room 220) of the Fine Arts Center, the 
Cookson Music Library collects and maintains library materials in the field of music. 
Including books, scores, sound recordings (LP's, CD's Cassette tapes), journals, and 
microfilm. The library primarily supports wort^ done in the Music Department, but is 
open to the university community, providing circuiation, reserve, reference, and 
listening services. Specialized cataloging and processing (scores and sound 
recordings) are performed here also. 

Facilities and Collection Maintenance Department 

The Facilities and Collection Maintenance Department is responsible for the j^Jielving 
and maintenance of the Library's stack collections. In addition. F&CM operates the 
Exit Control Desk on the Plaza Level which includes the Library Lost & Found service. 
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The department also is responsible for the security of the building and the 
maintenance of the physical plant of the library. F&CM also handles the 
shipping/receiving and mall functions of the library. 

Historical Manuscripts and Archives 

Historical Manuscripts and Archives is located in the Wilbur Cross Building. Historical 
manuscripts consist of a broad range of primary source material relating to the 
economic, political, and social history of Connecticut since 1850. Included are original 
documents from businesses, industrial firms, labor unions, political leaders, public 
affairs and consumer groups, ethnic associations and communities, and railroad and 
transportation companies. The University Archives contains an extensive collection of 
manuscript and printed materials produced by UConn offices and organizations 
everything from the first student grade book in 1881 to the most recent issue of the 
Daily Campus. 

Student duties include assisting in organizing and arranging original documents, 
preparing listings of collections, locating materials for researchers, word processing, 
typing and photocopying. 

Interlibrary Loan Department (iLL) 

The department provides both a borrowing and lending service. 

As a bon'ower, ILL attempts to obtain research materials not held on the Storrs 
Campus. ILL processes requests submitted by members of the UCONN academic 
community for book loans and for photocopies of articles. Brochures describing this 
service are available at the Information Desk and in the ILL Office. 

As a lender, ILL processes book and photocopy request received from other libraries. 

Microcomputer Support Unit 

MSU provides hardware and software support to all Library staff members at Storrs 
and the various branches. Both PC's and MAC support is provided, as well as a 
variety of support for many software packages. Phone help is given when possible, 
and on-site help is provided when appropriate. MSU installs and deinstalls PCs, 
installs upgrades to hardware and software and provides training when requested. 
MSU provides support for PC to mainframe communication and provides training for 
PROFS and electronic mail. 

Pharmacy Library and Learning Center 

The Pharmacy Library and Learning Center, located in the Pharmacy Building, collects 
materials In print and non-print formats and provides photocopying facilities, end user 
computer searches on compact disk, interiibrary loan, and reference services. Student 



assistants check library materials in and out, shelve returned materials. They also 
assist patrons in locating materials, using the card catalog, checlcing in records, and 
the MEDLINE database on compact disl<. Basic clerical and people sl<ills are 
invaluable. 

Preservation Department 

The Preservation Department is responsible for maintaining the Library's collections in 
usable condition. In the Conservation Unit books and papers are treated to protect 
them from deterioration and wear, and to correct damage. Treatments range from 
minor repair to full rebinding; and a variety of protective enclosures are constructed, 
including wrappers, portfolios, and boxes. The Bindery Preparation Unit prepares 
paperbacks, loose issues of journals, and damaged books for binding by a 
commercial firm; and monitors the wori< of the commercial binder. The Shelf 
Preparation Unit prepares materials for shelving by applying labels, pockets, book 
plates, and ownership mari^ings to newly acquired materials. The Preservation 
Department is also responsible for disaster preparedness and recovery, staff and user 
education, and environmental monitoring as they pertain to the protection and 
longevity of the collections. 

Research and Information Services Department (RISD) 

The department provides directional information about the library, and provides 
research assistance to library users by providing a collection of reference materials in 
printed and computer formats and assisting in the use of these materials. Specialized 
computet services, services for the disabled, and orientation and instructional services 
are also provided, in addition, the department has responsibility for state, federal, 
foreign, and international government publications, and for microtext, including 
maintaining collections and equipment. 

Reserve Services 

Reserve Services collects and maintains access to library materials and faculty 
personal copies placed on Reserve for use by students in specific University courses. 
Reserve also houses and provides access to a retrospective file of Univefsity course 
exams and selected University generated reports of general interest. 

Special Collections Department 

Special Collections Department is responsible for specialized research collections in 
several subject fields, such as Alternative Press, Chile, Puerto Rican Collection, little 
magazines, literary manuscripts, sundials, skating, horses, rare books, first editions, 
and other materials requiring special care and attention, f^ateriais generally do not 
circulate. 
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Regional and Professional School Libraries 
in tlie University System 



Lyman Maynard Stowe Library 

University of Connecticut Health Center 
263 Farmington Avenue 
Farmington, Connecticut 06032 

Law School Library/University of Connecticut 
120 Sherman Street 
Hartford. CT 06105 

Harleigh B. Treclcer Library 

Greater Hartford Campus/University of Connecticut 
1800 Asylum Avenue 
West Hartford, CT 06117 

University of Connecticut at Avery Point/Library 
Groton, CT 06340 

University of Connecticut at Stamford/Library 
Scofieldtown Road 
Stamford, CT 06903 

Litchfield County Center for Higher Education 
University Drive 
Torrington, CT 06790 

University of Connecticut at Waterbury/Library 

32 Hillside Avenue 
Waterbury. CT 06710 
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Card Catalog Information 



A card catalog is the public record of a library's holdings. However, the Public Catalog 
for the University of Connecticut Library represents only a partial record of available 
material. Holdings information for journals, magazines, and newspapers may be 
obtained from the Serials or Periodicals list. Staff at thfi Reference 6esk can provide 
Information on United States and Connecticut State government publications. 
Information on archival material and manuscripts may be obtained through the Special 
Collections Department. The Map Room provides additional information on map 
holdings and the Cool<son Music Library contains a full listing of music phono records. 
Holdings Information for all other material acquired and cataloged by the Library can 
be located in the Public Catalog. 

The Public Catalog records each worl^ by author, title, and subject. Some works may 
also be located by editor, translator, illustrator, commentator, series or by any other 
person, body, or name under which a reader might look. The catalog provides a call 
number (or classification number) by which the book may be located. 

At the University Library the Public Catalog is a divided catalog: the authorAitle 
catalog and the subject catalog. The author/title section of the catalog is located on 
Level 1 at the top of the escalator. The subject catalog is located on Level 1 adjacent 
to the Reference and Information desks. 

The basic an-angement of the author/title catalog is alphabetical. Personal names are 
filed before title entries beginning with the same word. Main entries precede added 
entries which have the same filing element. 

The entries in the subject catalog are also arranged alphabetically. A subject heading 
qualified by a general subdivision (I.e. thing) files before an identical subject heading 
qualified by a period division. These subject headings are followed by identical 
subject headings which are qualified by geographic locations. 
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The following is an example of a main entry card. 



a) Call number 



^ Main entry 



E 
263 
C5 
T83 



Roth, David Morris, 1935- 
Connecticut's war governor, Jonathan 

Trumbull / by David M. Roth. - Chester, Conn.: 
Pequot Press, 1974. 
I — 99 p.; 23 cm. - (Connecticut bicentennial 
series; 9) 

Includes bibliographical references. — 



1. Trumbull, Jonathan, 1710-1785. 2. 
Connecticut - History- Revolution, 1775-1783. 
I. Title. II. Series. 



h) Tracings 



e) Collation 
c) Title 



•d) Imprint 
-f) Series 
-g) Notes 



a) Call number 

b) Main entry 

c) Title of the work 

d) Imprint: includes the place of publication, publisher, date of publication 

e) Collation: includes the number of pages, statement of illustration (if the 
work is illustrated), size (height x width) 

f) Series to which the work belongs 

g) Notes concerning the work 

h) Tracings: the arable numbers are subject tracings and the roman 
numerals are added entries 
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The tracings are typed at the head of a copy of the main entry. The added entries 
represent other means of locating the item in the card cataiog. The subject entries 
represent the subject approach to locating the item. Hence, if you Know a particular 
work by a person, society, or corporation you can locate it in the authorAitle/catalog. If 
you only know a title you can look that up in the author title catalog, if your interest is a 
specific subject you would use the subject catalog. 

a) A subject entry card: 



E 


CONNECTICUT-HISTORY-REVOLUTION, 1 775-1 783. 


263 


Roth, David Morris, 1935 


C5 


Connecticut's war governor, Jonathan 


T83 


TrumDuii / Dy David M. Roth. - Chester, Conn.: 




Pequot Press, 1974. 




99 p.; 23 cm. - Connecticut bicentennial 




series; 9) 




Includes bibliographical references. 




1. Trumbull, Jonathan, 1710-1785. 2. 




Connect'cut-History-Revolution, 1 775-1 783. 




1. Title. II. Series. 


b) An added entry card: 


E 


CONNECTICUT BICENTENNIAL SERIES; 9 


263 




C5 


Roth, David Morris, 1935- 


733 


Connecticut's war governor, Jonathan 




Trumbull / by David M. Roth. - Chester, Conn.: 




Pequot Press, 1974. 




99 p.; 23 cm. - (Connecticut bicentennial 




series; 9) 




Includes bibliographical references. 




1. Trumbull, Jonathan, 1710-1785. 2. 




Connecticut-History-Revolution, 1 775-1 783. 




1. Title. II. Series. 
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Classification Systems 



In any library materials must be arranged in a manner that allows patrons and staff 
easy access. This arrangement of materials is referred to as classification. The main 
classification schemes used in American libraries are the Dewey Decimal 
Classification and the Library of Congress Classification. 



Dewey Decimal Classification 

The Dewey scheme utilizes numbers only. 



000 


General worlds and Library science 


100 


Philosophy 


200 


Religion 


300 


Social sciences 


400 


Languages 


500 


Pure science 


600 


Technology 


700 


The arts 


800 


Literature 


900 


History 



Each class number is then subdivided by ten. 

1 00 Philosophy 

110 Metaphysics 

1 90 Modern philosophy 

Each three digit number can be further subdivided, but this subdivision is by 
decimal. 



362.7820924 a book on adolescent psychiatry 
362.210944 a book on psychiatry in France 
333.7809794 periodical of California Parks' statistics 

Please note: If the decimal part of a Dewey Decimal 
Classification is long, the decimal will appear as the second line of 
the number. 

362. 

7820924 
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Library of Congress Classification 

The Library of Congress scheme utilizes both letters and numbers in classifying 
materials. The first dividion is by use of a letter. 



A 


GsnGral Works - PolvaraDhv 


B 


PhilosoDhv • RGliaion 

1 III l^#%#W|i#l 1 W 1 iw IIM*%^V 1 


0 


History - Auxiliary sciences 


D 


History 


E-F 


Amsrica /United Statss. North and South America) 


G 


GGoaraDhv - AnthroDOloav 


H 


Social sciences (Economics and Sociology) 


J 


Political science 


K 


Law 


L 


Education 


M 


Music 


N 


Art 


P 


Language and literature 


Q 


Science 


R 


Medicine 


S 


Agriculture - Plant and animal industry 


T 


Technology 


U 


Military science 


V 


Naval science 


z 


Bibliography and Library science 



Within each class there can be further subdivision by the addition of another 
letter to the main class letter. 

P Language and literature 

PQ Romance literatures 

The final subdivision is by the use of a number, which ranges from one to four 
digits. 

P Romance literatures 

PQ 4001 -5999 Italian literature 

After the whole numbers and decimals of the Dewey Classification and the letters and 
numbers of the Library of Congress Classification, there is usually an author notation 
consisting of a letter followed by a number. 

HP Library of Congress Classification 

5549 

H293 Author notation 




301 Dewey Decimal Classification 
.1583 

B56 Author notation 

However, in some Instances the author notation is preceded by a topic, form or 
geographic Cutter number. 

DF Library of Congress Classification 
951 

T3 Topic cutter for a book on Thebes 

S6 Author notation 



Locating Materials In the Stacks 

In locating material that is classified according to the Dewey scheme, it must be 
remembered that the first three numerals are whole numbers and that any other break- 
down is decimal. Books with the following call numbers would be arranged on the 
shelves in the following order: 



947 947 947.01 947.5 973 973.13 973.2 

F23 Shi CI 5 C94 M35 T12 Sm5 

In locating material that is classified according to the Library of Congress scheme, it 
must be remembered that the first line is alphabetic, that the second line Is numerical, 
and that the number part of the author notation is decimal. Books with the following 
call numbers would be arranged on the shelves in the following order: 



B 

71 

S69 



B 

71 
S8 



BJ 

351 

A33 



P 

101 
D4 



PA 
4230 
A2 
1960 



PR 
4425 
A2 
1950 



PR 
4425 
A3 
1949 
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Arrangement of Books 



The books are arranged on the various levels of the Library by the classification/call 
number assigned to the wort^. This number appears in the upper left corner of the 
catalog cad and is duplicated on the spine of the work. 

The letters N and S after a floor number designate north and south. 

Books classified according to the Library of Congress scheme are arranged as follows: 



A 4N 

B 4N 

C 4S 

D 4S 

E 4S 

F 4S 

G 4S 

H 2S 

J 2S 

K 2S 

L 2S 

N 2N 

P 4N 

Q 2N 

R 2N 

S 2N 

T 2N 

U 2N 

V 2N 

Z 2S 



Books classified according to the Dewey Decimal scheme are arranged as follows: 



000 2S 

100 4N 

200 4N 

300 2S 

400 4N 

500 4N 

600 2N 

800 4N 

900 4N 



Oversize books are identified by an t, 'ff', or***' above the call number. These are 

no 
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works that are 29 cm. or more In height or 22 cm. or more In width. These books are 
located at the end of their respective classifications. 

Certain books are not located In the stacks. Items with Music above the call number 
are In the Music Library; Items with Pharmacy above the call number are In the 
Pharmacy Library; items with Art above the call number are located In the Art Library 
on level 2. Government Publications material Is located either in the main Reference 
Area, on level 2, on level 3 In Bound Journals, or on level A in the documents storage 
area (ask at Reference desk). Items with Ref. above the call number are located in the 
Reference Area on the first level. 
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UNN Ganeral Library 
Student Employee Information Handbook 
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BUDGET REQUESTS 
AND PAYROLL REPORTS 



University of Hawaii 
STUDENT ALLOCATION REQUEST 



FALL/SPRING 1990-91 
August 26, 1990 - June 25, 1991 (43 weeks) 



DEPARTMENT: 



GENERAL FUNDS 



Hrs. 
Per Week 



Est. 
$ Per Week 



1. Basic Needs 



SLIS INTERNS 

Number of hours presently allocated. 

If you do not presently have an Intern and 
could use one, please Indicate niimber of 
hours and attach justification. 



WORK STUDY FUNDS 

1. Project number of hours per week based 
on existing students. 

2. Additional number of hours that could 
be used. 

3. Total number of hours per week. 



SPECIAL FUNDS, including Grant Funds (Federal Funds only if 
applicable) 

1. Number of present hours on 



Special funds. 



$ 



2. 



Number of hours on grant funds. 



$ 



AUL/ DEPARTMENT HEAD COMMENTS: 



DATFt 
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Student Supervisor or 
Department Head 



STUDENT HOURLY EXPENDITURES (Dollars) 

NOVEMBER 

RBFLECTlHr, 42* FISCAL YEAR (AS OF 11/18/90 ) 



R EGTJLAR 



WORK STUDY 



DBPT 






IIOHTHLY 

ci A ni n V 


ACQ 




e 


796 . 10 


ADH 


^ COO A A 


e 


0 00 


ARCH 






7 10 . 60 


ART 


0 1 O O O O AA 


e 


1310 . 00 


ASIAN 


S 2 1 d4o • V0 


c 


1 fi0Q 


AUTOH 


A A AAA AA 


c 


1 AA 00 


CAT 


$44018. OC'k 


$ 


31"»5.«?I0 


CIRC 


$63195.00 


S 


c 1 c c o c 
5165 . o5 


DOC 


0 1 A 1 1A A A 

$ 1 4 / /9 t 99 


e 


1 9AA A0 


ENGMO 


$ 6000.00 


$ 


197.50 


EQMOV 


$ 2067.00 


$ 


447.50 


HOWEY 


$ 3358.00 


$ 


313.50 


KC 


$ 8895.00 


$ 


623. 20 


MUSIC 


$13960.00 


$ 


1015.70 


REF 


$21864.00 


$ 


1588.4^ 


REGNT 


$ 7683.00 


s 


731. 50 


SCI 


$76479.00 


$ 


504« . 70 


SGR 


$58139.00 


$ 


2743. 13 


SLAV 


S 4908.00 


$ 


646 .00 


SPECL 


S 8041.00 


s 


526. 30 


SPLAT 


S 447*^. 0W 


s 


« . 00 


Total 


$397749. 


s 


28C»6'?' . 88 



EXPEND 
T'-' DATE 



ALLOC 



761*5. 50 
528.75 
3157.80 
4422.00 
92«?7.40 
1925.00 
$21135.61 
$24872. 35 
$ 4096.40 
5470. 20 
4127.50 
822. 70 
290'i. 10 
4746. 20 
7476. 50 
3016. 26 
S.^949'i. 30 
318749. 92 
$ 2071.48 
$ 3028.60 
S 1208.40 



BALANCE 



MONTHLY 
EXPEND 



EXPEND 
TO DATE 



$ 7234.50 
$ 0. 25 
$ 2534.20 
$ 8566.00 
$12640.60 
$ 2075.00 
$22882.39 
$38322.65 
$10673.60 
$ 529.80 
$-2060. 50 
$ 2535.30 
$ 5989.90 
$ 9213.80 
$14387 . 50 
$ 4666.74 
$36983. 70 
$39389.08 
S 2836.^2 
S 5012.40 
$ 3266.60 



$ 1723.00 
$ 8257.00 



$30577 .00 
$56090.00 
$ 9896.00 



S 237.50 
$ 653.60 



$ 2169.80 
$ 5871.54 
$ 915.80 



$ 1016.50 
$ 3393.40 



$14672. 28 
$25731. 10 
$ 4366.20 



$ 2402.00 


$ 


347.70 


$ 1917. 


10 


S 5750.00 


$ 


706. 80 


$ 2371. 


68 


S 2783.00 


$ 


448. 40 


$ 1166. 


60 


$15312 .00 


$ 


1527.60 


$ 6116 


10 


S39492.00 


$ 


5177.50 


$16558. 50 


$24173.00 


$ 


3653. 70 


$10829. 


53 


S 3?;69.00 


$ 


475.00 


$ 1248. 


30 


S 5751.00 


$ 


813. 20 


$ 2650. 


50 


S 38.35.00 


5 


636. 50 


S 1580. 


80 



BALANCE 



$10790.00 S 501.60 S 2122.30 S 8667.70 



$ 706.50 
$ 4863.60 



$15904.72 
$30358.90 
$ 5529.80 



484.90 

3378.32 
1616.40 
9195.90 



$22933.50 
$13343.47 
$ 2320.70 
$ 3100.50 
$ 2254. 2<> 



$22768^.03 3220400. 0'l S 24136 24 S 95740.89 5124659 11 



< 



(0 



00 
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STUDENT HOURLY EXPENDITURES (Hours) 

NOVEMBER 



REFLECTING 42% OF FISCAL YEAR (AS OF 11/18/90 ) 



REGTJLAR >■ -c WORK STUDY » 





ALLOC 


MONTHLY 


EXPEND 






% 


ALLOC 


MONTHLY 


EXPEND 




% 


DBPT 




EXPEND 


TO DATE 


BALANCE 


sr»T 




EXPEND 


TO DATE 


BALANCE 


SPNT 


ACQ 


3795 


209 


. 5 


2001. 


5 


1793 


.5 


531 


2760 


132.0 


558.5 


2201.5 


20% 


ADtl 


135 


0 


.0 


139. 


1 


-4 


.1 


103% 












ARCH 


1455 


187 


.0 


831. 


0 


624 


.0 


57% 


440 


62.5 


267.5 


172.5 


61% 


ART 


3320 


344 


.7 


1163. 


6 


2156 


.4 


35% 


2110 


172.0 


893.0 


1217.0 


42% 


ASIAN 


5583 


423 


.5 


2423. 


0 


3160 


.0 


43% 












AUTOH 


800 


36 


.0 


385. 


0 


415 


.0 


48% 












CAT 


11258 


825 


.0 


5562. 


1 


5695 


.9 


49% 


7820 


571.0 


3861.2 


3958.8 


49% 


CIRr 


16179 


135<» 


. 5 


6545. 


5 


9633 


. 5 


40% 


14334 


1545. 2 


6771. 3 


7562.7 


47% 


noc 


3782 


337 


.0 


1078. 


ii\ 


2704 


.(^ 


29% 


2529 


241 .0 


1149.0 


1380.0 


45% 


ENGIIO 


1'"j3 3 


52 


0 


1439. 


6 


93 


.4 


94% 












EQUOV 


413 


89 


. 5 


82r'. 


5 


-412 


. 5 


200% 












HOWEV 


858 


82 


.5 


216. 


5 


641 


. 5 


25% 


614 


91 . 5 


504. 5 


109.5 


82* 


Kf 


2264 


164 


.0 


764 . 


«> 




. 5 


34% 


1470 


186.0 


624. 1 


845. 9 


42» 


inisic 


3568 


267 


. 3 


1249. 




231-^ 


.0 


ani 


711 


118.0 


307.0 


404.0 


4"*% 


REF 


5591 


418 


.0 


lOfiT 


5 


3623 


. 5 




3913 


402.0 


1609.5 


2303. 5 


41% 


RBGNT 


1963 


192 


. 5 


793 . 


8 


1169 


■ 4. 


40-> 












SCI 


19547 


1326 


. «; 


10 393 . 


•i 


<^153 


5 


53% 


10092 


1362.5 


4357. 5 


5734.5 


431 


SER 


14865 


721 


, Q 


4934 . 






8 


3 3% 


6182 


961.5 


2849.9 


3332. 1 


461 


SLAV 


1255 


17ff> 


.0 




2 


709 


.8 


4 3% 


913 


125.0 


328. 5 


584. 5 


"^6% 


SPECL 


2«?>55 


138 


. 5 


79 ;. 


<f. 


12r>8 


.0 


39% 


1470 


214.0 


697.5 


772.5 


47% 


SPLAT 


1144 


0 


.0 


318. 


0 


826 


.0 


28% 


9«1 


167.5 


416.0 


565.0 


42» 


Totals- 


101 36 3 


7344 


.9 


44373. 


1 


56989 


. 9 


44% 


56339 


6351. 7 


25195.0 


31144.0 


45% 



{ 
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DEPARTMENTS 



BUDGET: $ 



STUDENT PAY 
BUDGET PROJECTIONS 
FOR 1990/1991 



PAY 

PERIOD 



PAY 
DATE 



NOTES 



ENTER 
TOTAL 
REG 
HOURS 



ENTER 
TOTAL 
W/S 
HOURS 



TOTAL 
HOURS 



ZW/S 



ENTER 
AVG 
REG 
RATE 



TOTAL 
REG 
PAY 



ENTER 
AVG 
W/S 
RATE 



TOTAL TOTAL TOTAL 
W/S CUMULATIVE 
PAY PAY PAY 



D| AO 


7/11 


1 • 7 /2n / on 


Till V L lUmA l^ « u1#« 

July m waof xib d wki . 






7/12 - 


7/25 


2* 8/n')/Qn 


Ovwiaii^r X9k D wKJ • VIUl 








A/nn 

o/ uo 


^ • ft / 1 7 / on 


DumpMr zna d vkj . 






B/OQ - 


&/22 

Of AA 


A . A/ ^1 /an 

• O f f «FW 


DUIIBIW& ZXIO ^ WivS • VnO 






Of £m9 




St Q / 1 A i on 

J I V f X«# f >u 

5«i 9/0n/90 
3uuktOb.»x ^ f 


r xnais Of z/**of ^x 
Labor Day 








Q/ 1 Q 

Vg XV 


Q/2A/Qfl 
D • Xf ^Of 7U 

6*: 9/17/90 
subtotal 6|6a 


DTmmJK 7f J~7fXO 

Registration 






9/20 - 


10/03 


7: 10/12/90 


Fall 






10/04 - 


10/17 


8: 10/26/90 


Fall 






10/18 - 


10/31 


9: 11/09/90 


Fall 






11/01 - 


11/14 


10- 11/23/90 


Fall 






11/15 - 


11/28 


11: 12/07/90 


11/22 Thanksgiving 






11/29 - 


12/12 


12: 12/21/90 


12/3-7 Finals 






12/13 - 


12/26 


13: 1/04/91 


Break/Holiday 






12/27 - 


1/09 


14: 1/18/91 
14a: 1/02/91 


BraAk/Holldav 
Registration 






1/10 - 


1/23 


15: 2/01/91 


Winter 






1/24 - 


2/06 


16: 2/15/91 


Winter 






2/07 - 


2/20 


17: 3/01/91 


Winter 






2/21 - 


3/06 


18: 3/15/91 


Winter 






00 
CO 
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BEST COPY AVAILABLE 


yd 



o 

H« 

rr 
0) 
rr 

•i 

03 
h" 

rr 



STUDENT m 
BUDGET PROJECTIONS 

,t FOR 1990/1991 

DEPARTMENT) BUDGET) $ 



PAY 

PERIOD 




PAY 
DATE 




NOTEP. 


ENTER 
TOTAL 
REO 
BOURS 


ENTER 
TOTAL 
W/S 
HOURS 


TOTAL 
HOURS 


XU/S 


ENTER 
AVG 
REG 
RATE 


TOTAL 
REG 
PAY 


ENTER 
AVG 
W/S 
RATE 


TOTAL 
N/S 
PAY 


TOTAL 
PAY 


TOTAL 
CUMULATIVB 
PAY 


3/07 - 


3/20 


19: 
19a: 


3/29/91 
3/16/91 


Finals 3/11-13 
Braak 






















3/21 - 


4/03 


20 1 


4/12/91 


Raslatratlon 3/25-26 






















4/04 - 


4/17 


21: 


4/26/91 


Sprint 






















4/18 - 


5/01 


22: 


5/10/91 


Spring 






















5/02 - 


5/15 


23: 


5/24/91 


Sprint 






















5/16 - 


5/29 


24 1 


C/07/91 


Sprint/Maowrial Day 






















5/30 - 


6/12 


25} 
25a t 


6/21/91 
6/10/91 


Flnala 6/3-7 
Braak 






















6/13 - 


6/26 


26t 


7/05/91 


Suomar 























26a: 6/17/91 IU(iatration 



(J.) 
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NEW UNIVERSm 
DIVISION OF LIBRARIES 
STUDENT EMPLOMIENT REQUEST FORM 



Departnient; Date: 

Supervisor ( a ) 

Brief description o£ job duties and responsibilities: 



Qualifications : 



Comnents: 



# student hours alloted during FY 90/91 
Tbtal # students to recruit 



Total # hours to recruit- for 



Hours to be filled: 





9 10 11 12 1 2 3 4 5 6 7 8 9 10 


M 
































T 
































W 
































Th 
































F 
































Sa 
































Su 


















1 


1 
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STUDENTS CURRENTLY OR PREVIOUSLY EMPLOYED BY XDU WHO WILL 
OONTINUE TO WORK OR WHO WILL RETURN TO 
DURING THE 90/91 ACADEMIC YEAR 



Name Anticipated ♦ Hours/Week 



RECEIVFn 

DEC 1 7 1990 



86 

UNlVER^tT' ■ 



THE PRINCETON UNIVERSITY LIBRARIES 



Date: 



July 16, 1990 



Quarterly Report of 
Student Hours for 
Fiscal Year 89/90 



Department Name Personnel 



Department Code 



Total Hours Budgeted 



361 



Total Hours Used 



30.25 



Total Hours Remaining 330.75 



Report Period: June 22. 1989 - June 20, 1990 
87 . 



University of Rochester 

March 5, 1990 



To: Student Supervisors 
From: Beth Specht 
Subject: STUDENT HOURS, 1990-1991 

It is time to submit your request for student hours for the summer 
of 1990 and for the academic year 1990/91. Please indicate your needs by 
filling in the information requested on the attached forms and return these 
sheets to me by Friday, March 23, 1990. 

For budget purposes these requests have been separated into four 
sessions as follows: 

SUMMER Session A (4 weeks) from May 24 thru June 20, 1990 

SUMMER Session B (10 weeks) from June 21 thru August 29, 1990 

ACADEMIC Term I (18 weeks) from August 30, 1990 thru January 2, 1991 

ACADEMIC Term II (20 weeks) from January 3 thru May 22, 1991 

The description of duties is required to enable the Assistant 
Directors to review the hours requested more clearly. The descriptions 
need only be brief, e.g., "desk hours," "book repair," etc. ^ 



Departments whose requests depend directly on the number of hours the 
Library is open should base their requests on last year's hours. There may 
be a reduction in those hours, and I will notify you via GEM if that 
information is available before March 23rd. Again I suggest that you be as 
conservative as possible in requesting student hours as the budget situation 
is not expected to improve for the next year . 

The number of hours approved for your department for the summer and 
th/B academic employment periods will be based on your request and the amount 
of pwney available for student employment during the 1990/91 fiscal year. 

Later this month you will be requested to provide: 

1) a list of current students planning to work during the 

summer term 

2) the number of additional student positions open for the 

fijunmer term 

If there are questions regarding these student employment requests, 
please call me, x5-4461, or send me a GEM message. 

sel20 
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SUMMER HOURS REQUEST & DESCRIPTION SHEET 

SUMMER 1990 



DEPARTMENT 



Hours 

PpgUirOn Requested Description of Work 



SESSION A 



Office/Service 
Assistant II 



Office/Technical 
Assistant III 



Office/Service 
Assistant IV 



SESSION B 



Office/Service 
Assistant II 



Office/Technical 
Assistant III 



Office/Service 
Assistant IV 



Approved by: 

Assistant Director 

Date: 



sel20 
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TERMS I & II HOURS REQUEST & DESCRIPTION SHEET 

1990/91 



DEPARTMENT 



Hours 

Position Requested Description of Work 



t™ I 



Office/Service 
Assistant II 



Office/Technical 
Assistant III 



Office/Service 
Assistant IV 



TERM II 



Office/Service 
Assistant II 



Office/Technical 
Assistant III 

Office/Service 
Assistant IV 



Approved By: 

Assistant Director 

Date: 



seI20 
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RECRUITMENT 
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STUDENT EMPLOYMENT OPPORTUNITIES 

WITH THE 
INDIANA UNIVERSITY LIBRARIES 

QbaiieB 



WELCOME! 



TUe ftculty and staff of the lU Bloomington Ubraries would Uke to welcome you to Indiana 
University and share information on student employment opportunities. The Ubraries employ ovct 700 
students in many different types of positions. We value and rely on student employees - without them, 
library services and hours would be greatly restricted. 

lU Student Employment Services recentty recognized the importance the Ubraries place on student 
employees. In 1990, this department named the lU Ubraries "On^pus Student Employer of the Year . 



BENEFITS OF LIBRARY EMPLOYMENT: 

Workuig in the Ubraries offers unique advantages. TTirough student employment, you can: 

•GisinUbrary Knowledge, Hiis is a great opportunity to learn how to atsess the tremendous 
resources available through the Ubraries. 

•Otoose a Flexible Schedule. Most library units are op«i from 8: is AM - 12:00 Midnight, and 
you can usually find a position where you can work your preferred hours. 

•Work at a Con\eMem Location. The Ubrary system on the Bloomington campus consists of the 
Main Ubrary, the Lilly Ubrary, 14 branch libraries, and 1 1 halls of residence libraries. 

•Mmch Work with Area of Study. Many of the schools and departments within the University 
(such as Business, Education, Music, Chemistry, Biology) have their own Ulwaries. You may have 
the opportunity to work in the particular library you will use most frequentty . 



ERJC 



APPUCATION INFORMATION: 

Once you arrive on campus, come to the Main Ubrary and bring your Workstudy Authorization 
Card All available positions, including those in the branch and halls of residence Ubranes, are posted m a 
display case located in the lobby. The posting provides information on houn, pay rate, location, and the 
person to contact When you find a position you are interested in, you may apply directly to that persoi.. 

If you have any questions regarding student employment with the Ubraries, contact the Ubraries 
Personnel Office, which is located in the Main Ubrary. The phone number is (812) 855-5988. 
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THE MILTON S. EISENHOWER LIBRARY 
TEIE JOHNS HOPKINS UNIVERSITY 
FALL 1990 OFEN FOSmONS 



ERIC 



Listing for Work Study _L. Non-Woik Study Grad JL Undergwd JL 

Ubraiy Department The Audio- Visual Department 

_.. _ , A Level 

Library Level 



Name of Supervisor. 



Job Description AimTO-VTStlAL ASSTSTAWTi Assisting pRt.rnna hy 

retrieving A-V materials and circulating equipment. Instructing 

patrons and special projects such as filing, shelf-reading, 

making microform copies, keeping atatistlcs. etc»«. 

Employee QualifkatiODS Good communication gkllls. basic knowledge of 
A-V equipment fc library procedure, friendly disposition and 

promptness • 



ANY COMBINATION OF HOURS CAN BE WORKED, IF AFPUCABLE. 

Available Hours - Monday 9am to lOpm Tuesday 9am to lOpm 

Wednesday Qan to iQpm Ihursday 9am to lOnm Rriday 9am to lOpm 
Saturday lOa" to lOpm Sunday ipn to lOpm 

Number of Available Positions ^ or 5 Storting Riy Rate JL15 

Number of total bours per student per week Approx. 8 to 13. 



WORK STUDY UNDERGRADUATES MAY NOT AVERAGE MORE THAN 15 
HOURS PER WEEK; NON- WORK STUDY AND GRADUATES MAY NOT 
AVERAGE MORE THAN 20 HOURS PER WEEK. 



Refer Applicants to: 



Level A Department Audio-Visual Ext 8333 

Signature of Supervisor - ^_ - . - . ^ Date (Xuu^jn/dt % l^'J O 

m 



95 



THB UNIVEISITY OF NBBBASK/L UMOOUi UBIA&IES 
STODIMT ASSISIAMI VACANCY 

9/10/90 

Date 

Position: Library Aide I 
Division: Circulation 

Duties: Shelving, sorting, shelf reading, other duties as assigned. 

MORNING HOURS between 8:00 - 11:00 (10 to 12 hours per week) 



Hourly rate: $4.10 

Hours per week: 10-12 per week 

To <.o«Dliance with the Immigration Reform and Control Act of 1986 all persons hired 
i?terlieSber 6, 198^^^ required to show proof of their identity and right to 

work in the United States. 

The University of Nebraska-Lincoln is «n Equal 
Opportunity and Affirmative Action Baployer 
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JOB DESCRIPTIONS 
AND PAY RATES 
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BRI6BMI TCXmC UNXVERSITV 
I^loy— nt Otticm 

8CKEDUU OF WAGE WTES fOR STOSRNT BIFI/>yEE8— BFFBCTXVE 9-1*89 



JOB TOPE I - Wag* Seal* $4.60 to $5.75 (ExaBplM Follov) 

Aeeounting Clark Salaa Clark Ganaral £^rar 

Saeratary/rypiat Caahiar Grounds Workar 

Library Clark Attandant Cuatodian 

Data Entry Clark Cafatarla Morkar Nalntananca Balpar 



JOB TYPE Ti - Haga Soala $4.60 to $8.57 (Spacial Aaaiat., 8td Supanriaor, 
tfVB * Crattanan, Tachnieian, otc.) 

HOTEt Studanta ahould ba aaaignad to thia eatagoxy only if tbay ara doing 
axcaptionally akillad nork of bom sort or ara giv«i cwMidarablo auparviaory 
raapenaiblity, and than only with approval froa^tha Baployimt Offioa. 
Tvo yaars of ralata£ axparianea is tha nonal niniaua raqairaaant. 



Thia catogory la providad for studanta aaplcv^d to parfon work raguiring 
training or axparianca in tha major fiald of study, such as a Saaaarch 
Aaaiat., Lab Assist., Admin. Aidas, Kaadara and Gradars. Zt ia undaratood 
that tha studsnt will parfon work raguiring various lavala of knowladga and 
akillf and tharofora may ba paid any rata from tha minimum to tha maximum 
allowad for thair oducation laval, baaad wpon tha actual work parfoxmad. 



Juniors 

Sanior 

Graduata 



$4.60 to $6.50 
$4.60 to $8.57 
$4.60 to $10.70 



Saoond Yaar Graduata 

with work axparianca $4.60 to $10.80 
Maatar'a Dagraa or Doctoral Candidata 

with a yrs work axp. $4.60 to $11.37 



BECTWWiwg CAMPDS HATE t Tha noxmal baginning oa^a rata for atudanta in Typa 
Z joba ia $4.60 par hour. Zf a studant haa oonaidarabla provioua axparianca 
in doing tha typa of work ha or Sha is aaaignad to do on eampua, ha or aha 
say. upon raquast by tha dapartaant ohaizman and approval of tha Baploymant 
Offica, ba dassifiad to st-jurt at a rata of 15 oanta par aaeh yaar of 
pravioua full-tima axparianca abova tha normal atarting rata. 

^CREASE' Iti Tty rgt To ba aligibla for a 20 cant par hour ineraasa in vaga 
rata, ona yaar (12 sintha) must hava alapaad sinca a studant 'a laat incraaaa 
(or ainca commancamsnt of asploymant) during which tbay must hava workad for 
a tot^l tima of might montha or mora. Zncraaaaa mra not intandad to ba 
automatic • and studanta whoaa parf oxmanoa ia not satiaf aetoxy ahould ba 
ratainad at tha aama rata or ahould ba raplacad. Whan a atudant parfoxma in 
a truly outatanding mannar, tha dapartmant may eontaet tha Eaploymant Offioa 
for considaration of an incraaaa aarliar than apacifiad. 

Raquaata for ineraaaoa in rata or account coda Ohangaa ahould ba raeaivad in 
tha Employnant of f ica by tha 10th to ba af factiva on tha lati or by tha 25th 
to ba af factiva on tha 16th of tha month. 
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University of Missouri at Columbia 



STUDENT WAGE SCHEDULE 
1990-91 SAURY YEAR 
EFFECTIVE 09/01/90 



RANGES 



LEVELS MINIMUM MAXIMUM 

LEVEL 1 Work which requires limited degree of $3.80 $5.32 

training or skills. 



LEVEL II Work which requires considerable pro- 4.61 6.10 
ficiency In a specialized skill or 
specialized experience. 



LEVEL III Work which requires a high degree of 5.12 6.73 

skill proficiency or training. 



GRADUATE OR PROFESSIONAL STUDENT ASSISTANT 

LEVEL IV Entry level work in professional areas 5.63 7.40 

where a bachelor's degree Is required. 



LEVEL V Advanced level work in professional 6.23 8.18 

areas requiring advanced capabilities 
or experience beyond the baccalaureate 
degree. 



ERIC 



PRZNCRON UNXVEI8ITT LUSA&Y 
SeudtaC Cltstlfieteion 
Uorking Posicioas 



Uvtl A 
Shalvar 

Bindery Asaistant 
Filar 

Library Offlca Aaaiscanc 
Shalfliac Aaaiacanc 
Phoceaarvlcaa Aaalacanc I 
Clarical Aaaiacanc 
Signaga Aaaiacanc 

Uval B 

Spacial Collacciona Aaaiacanc I 
Typlac 

Raaarva/Circulaclon Dask Aaaiacanc 

Clrculacion Convaraion P.rojacc Aaaiacanc 

Phocoaarvicaa Aaaiacanc II 

Geology Map Mouocar 

Coaaarvacion Aaaiacanc 

BOSS Bibliographic Aaaiacanc 

Holdaa Collaccion Aaaiacanc 

Rafaraaca laforaacion Daak Aaaiacanc 

Laval C 

Spacial Collacciona Aaaiacanc II 

ILS Aaaiacanc 

Sacracary 

Rabalpca Aaaiacanc 

Collaccion Oavalopaanc Aaaiacanc 

Cacalogua tUincananca Aaaiacanc 

Laval D 

Ordar Oiviaion Bibliographic Searcher 
Cacalogulng Teaa Aaaiacanc 
Superviaor 

Level B 

SCudenc Capcaina (Clrculacion & Reaerve) overaeelng Large numbera of acudencs 
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University of Texas At Austin 
JOB DESCRIPTION 

9-1-86 (Rev.) 

9094 

Clerical Assistant 

iUMMARY 

Function... To provide routine, entry-level clerical support for a department or section. 
Scope Responsible for the performance of various entry-level clerical duties. May 

Involve extensive public contact and/or physical work related to such clerical 

tasks. 

DflTIES 

Typical.... Collects and delivers wall. Wraps packages. Shelves books. Acts as a 

receptionist. Records Information. Issues equipment, books, records, receipts, 
and/or supplies. Clips publication articles. Types routine forms. Operates 
office machines and equipment. Files, Performs related duties as required. 

Periodic... Runs errands. Assists in training new Clerical Assistants. May move and clean 
records, books, or equipment. 

SUPERVISION ^ ^ 

Received... Close supervision during training. Subsequently, receives supervision on 

specific work assignments. 

Given None. 

EDUCATION 

Required... High school graduation. 

Preferred.. Some coursework related to the duties of the specific position. 

EXPERIENCE 
Required... None. 

Preferred.. Some experience related to the duties of the specific position. 
EQUIPMENT 

Required... None. . , j 

Preferred.. Knowledge of specialized equipment which may be use;', the particular departnen 

ACCURACY 

Proficiency in all phases of the duties to be performed. 

WORKING CONDITIONS 
Usual Good. 

Special.... Some positions may necessitate exposure to weather. 
OTHER 

This classification is often used for positions which are temporary in nature 
and/or filled by students. 



Any qualifications to be considered as equivalents, in lieu of stated mlnlmums, require 
the prior approval of the Director, Office of Personnel Services and Employee Relations. 
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THE UNIVERSITY OF TEXAS AT AUSTIN JOB DESCRIPTIONS 

JOB DESCRIPTTflN -t-l-Af, 

9051 

SUMMARY Office As«i4e/inr 

S.£Sl:.'s':.ss'.';!.:.Ti.'-"'"- — -"••»".» » .~ 

DUTIES 

ror» xecc«ri, raporti, requliltlons, vouchars, and Iltti and cables 4.-7.1.. i„ 
v.c.tlo«. e«p.r.n- IMV.. or other ab..ncj? TjJ.r"nrt«Mc"b« Jw^Lr 

SUPERVISION 

R«calv»d... CloM •up.rvlilon during training. Oivue trained, moderate supervision on 

a"."?;::."."*"' instructions^" n'e^o^r^co^pieK 

wploieil!^^ ""^ coordinate, and review the work of other clerical 

EDUCATION 

Required... High school graduation. 
Preferred.. Completion of business courses. 

EXPERIENCE 
Required... None. 

Preferred.. One year or more of related clerical experience. 
EQUIPMENT 

Preferred.. Knowledge of specialized equipment to be used In the specific position. 
ACCURACY 

Preferred.. J^JjJ -"i^jy • l«v«l determined to be appropriate for the specific position 
J^nicUUnralii'pm^nf""^' P-ctuation. Ability to take shorthand or co 

WORKING CONDITIONS 
Usual Excellent. 

Special.... Standing for long periods while filing. 
OTHER 

^JJw^^ '° University procedures and practices rapidly. 

Ability to receive instructions and to work out minor details of routine 

aMlgnments with little suoerviaion. 



0 - 



Jhi 2^t«^ioiJi!lI? J? ?! " equivalents, m lieu of stated minimum., require 

the prior approval of the Director. Office of Personnel Services and Employee Relations. 
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THE UNIVRRSITY OF TEXAS AT AUSTIN 
JOB DESCRIPTION 



File under 

JOB DESCRIPTIONS 

9050 

Senior Office Assistant 



^cSn... To provide more advanced clerical skllla for positions requiring the exercise of 
Independent Judgment. 

Scope Responsible for a portion of a department's clerical operations, and for rellevin 

an administrator of many routine administrative duties. Some work Is non-standar 
requiring the employee to develop the appropriate format and to schedule 
assignments to be completed* 



DUTIES 
Typical 



. Evaluates Incoming mall» reports, requisitions or Inquiries, distributing with 
Instructions for action to be taken, as needed. Types letters, reports, forms, 
and other materials from notes or rough drafts. Composes routine correspondence. 
Maintains confidential records and files. Posts financial Information. Assists 
In determining work priorities and In coordinating the functions of an office or 
section. Collects, Inputs, and/or retrieves Informstlon. Verifies records. Act 
as the personal secretary to an Individual holding a high administrative post. 
Performs related duties as required. 
Periodic... Inventories and requisitions supplies or equipment. Initiates Pi°»'^«»»/fP°";: 
Edits and proofreads. Assists with the preparation and typing of annual budgets. 

SUPERVIS IQN 

Received. .7 Administrative review of overall work, uith some specific direction, as required. 

Given May supervise the work of other clerical employees. Including waking and revlewln 

the completion of assignments. 

EDUCATION 

Required... High school graduation. 

Preferred.. Completion of business school, college business courses, and/or coursework 
related to the duties of the specific position. 

.XPERIEHCE 

Required... One year of clerical experience. 
Preferred.. More than one year of clerical experience. 

EQUIPMENT 

Preferted.. Knowledge of standard office machines as well as of specialized equipment to be 
used In the specific position. 

ACCURACY 

preferred .. Typing ability at a level determined to be appropriate for the 'Pwlflc P°«ition. 

Accuracy In spelling, business math, grammar, and punctuation. Ability to take 
shorthand or to use dictating equipment. 

VMRKIMC CONDITIONS 
Usual Excellent. 



OTHER 



Thwrough knowledge of current methods and systems of inventory, bookkeeping, 
filing, requisitioning, and purchasing, preferably at The University of Texns 
at Austin. 



my qualifications to be considered as equivalents, in lieu of "atedminimums, require 
the prior approval of the Director, Office of Personnel Services and Employee Relations. 



FRir 
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THE UNIVERSITY OF TEXAS AT AUSTIN 
JOB DESCRIPTION 



6-1-77 (Rev.) 

8072 

Libr«ry AnsistAiiC I 

Function. . . .To provide •peclfllted non-profeaslonal library jkills in a unit of tha Univoraity 

librariaa or in a departMntal library. 
Scope Reaponaible for perfoming non-prof eaaional duciea requiring operational akilla 

and baalc knowledge of library practicea and procedurea. 

DUTIES , ^ - - 

Typical Assiata at reference or inforution deak wheire librarian ia available for referral 

of difficult queriea. Hay be in charge of a reference deak at low use perioda. 
Aaaiata in gathering inforMtion needed for librarian' a preparation for claaarooa 
and aelf-initructlon library preaentationa and in guiding toura. Perfonu diffi- 
cult bibliographic verification for ordering, catalogingr Interlibrary loana. 
Doea aiaiple bibliographic deacritive cataloging. Cataloga with Library of Congresa 
copy or copy that aay require al»ple adaptation. Doea cataloging authority work. 
Perfonu sore co^)lex aerial routlnea auch at eatabliahing and rwriaiog official 
serial recorda. Doea sore difficult filing and revision of filing in card cauloga. 
Inputa into the OCLC data baan coaplex MARC-tagged original eauloglng. Verlflea 
daily autoaated cataloging production. Resolvea catalog card coafltcta. Reapon- 
aible for auch procedurea aa circulation and/or reaerve function in a branch 
library cr apecial collection. Working auperviaor of routine Uaka auch aa end- 
proccaalng; diatributlon and in-proceaa Mterialas aised atorage; and organising 
archivea and nanuscripts. 

jUPERVISION 

Received.... General auperviaion fron a librarian or higher level library aaaiatant. Bxerciaea 
JudgCMnt in applying written aanuala and eatabliahe<i( guidelinea to apecific prob- 
leaa with apecial inatructiona on coaplex or new prjcedurea. 

GivM May give specific inatructiona under general direction of librarian or higher 

level library aaaiatant to daaaified eaployeea of lower rank. 

EDUCATION . . 

Required. ... Graduation fro« high achool or 60 hours college credit. Foreign language or other 
apecUlised akilla or abilitea where applicable. 

EXPERIENCE . t 

R#auired With hith achool graduation - two year a' full-tlM equivalent library experience. 
Required.... With JJ«J^;jJ»J^^J^^^ . „i full-time equivalent library experience. 



OTHER 



roraign language or other apecialised akilla or abilitiea aay be aubatituted for 
one year 'a experience where required. 



EQUIPMENT 

Required... .Uac of typewriter. 



ACCURACY 



Conaidcrable accuracy in all phaaea of work. 40 WPM typing apeed preferred. 



FORKING CONDITIONS 

Usual Uaual library conditiona. 



Any quallflctlona to be conaldered a. equivalent-, in lieu of atated •i"*^-' '•J"^" 
prior approval of the Director. Office of Peraonnel Servlcea and Eaployee Relatione. 
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THE UNIVERSITY OF TEXAS AT AUSTIN 
JOy DESCRIPTION 

6-1-77 (Rev.) 

8070 

Llbcmry Atalaemne II 



- :lS%-sr^^^^^^^^ 

DUTIES . . ^ Mirk ReiDoiiAlble for Infonuitlon ■ervlce 

departaent or other unit. 
SUPERVISION ^ - _ nw.r^.n or hlaher level library esslstent who 

s;«5"le l»tri.tlo» to eU..lfl«l -PW" •« 1«« 

EDUCATION . . .r.du»tlon f ro« « four yeer collefie or unlver- 

skill* or ebllitlei where eppllceble. 
EXPERIENCE ^ , . .^^ _ fuU-tl«e equivalent epplicable 

level • 

ForeUn Un«u.g. or other .pecUlLed skill, cr ebllltie. «y be substituted 
for one yeers' experience where required. 



OTHER 



EOUIPMENT 

Required.... Use of typewriter. 



ACCURAa 



Con.lder.ble .ccur.cy In .11 phe.es of work. 40 WPM typing .peed 1. preferred. 



JORKIMG CONDITIONS 

U.u.1...!... Usual llbr.ry conditions, 
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UNIVERSITY OF WASHINGTON LIBRARIES 
Personnel Policlea and Procedures 



Section 6. No. 1 
October 16, 1989 



Library Student Assistant Job Specifications 



The attachments reflect the Job specifications for Student Assistant 
positions used by the Libraries. All State and grant supported student 
positions will be allocated to the Student Assistant level as described by 
these specifications. 

The Head, Personnel and Administrative Services is responsible for the 
assignment and review of student positions. 
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Section 6, No, 1 
Attachment 1 



Student Assistant II 
(Library Clerk) 



SUMMARY 

Under direct supervision performs routine library tasks. Supervisor or 
lead is usually available in the unit to consult. Occasionally provides 
work direction for other students, Positl^^ns at this level do not normally 
require special language skills» technical skills » or library experience. 



EXAMPLE OF DUTIES 

Shelves and shifts materials; reads shelves. 

Searches for missing volumes. 

Retrieves library materials. 

Charges and discharges library materials. 

Cards returned books and revises carded books. 

Does simple filing in alphabetical or numerical files. 

Assists in processing materials for reserve » serials* etc. 

Does repetitive typing tasks* such as cards » forms » notices » labels » etc. 

Gives directions and general information on library procedures and policies 
to users. 

Gives simple instructions in use of card catalogs » indexes » etc,» either 
manual or online. 

Keeps statistical records. 

Receives^ unpacks* sorts and delivers mail» gifts and other material. 
Does routine data entry. 

Does simple bibliographic checkings manually or online • 
Processes books for lending > borrowings photocopying » etc* 
Staffs exit stations as needed. 

Assists in clearing library of users after closing following established 
procedures. 

Occasionally provides work direction for other Student Assistants, 
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Section G. No. 1 
Attachment 2 



Student Asa latent III 
(Library Aaslatant I) 



SUMMARY 

Under general supervision performs library tasks requiring some special 
knowledge or technical skill or extensive on-the-job training. May work 
independently; may work alone in the xinit. 

EXAMPLES OF DUTIES 

Organizes and describes archival, manuscripts, and ephemeral materials. 

Organizes, describes, and abstracts special materials and collections. 

Completes complex forms and reports. Uses a PC with word processing for 
reports, letters, and forms. 

Does advanced bibliographic searching. 

May serve as cashier desk attendant, or handle money. 

May lead, coordinate, train, revise, monitor, and/or assign work to other 
students as the main part of the job. 

Utilizes database management systems, spreadsheets, telecommunications, 
and/or word processing systems on a microcomputer. 

Assists users in interpreting Online catalog, card catalog, location file. 
Central Serials Record, and/ or CD Rom products. 

Processes reserve lists Independently. 

Ability to tioubleshoot specialized equipment, e.g., CD Rom, photocopiers, 
microform readers and printers. 

May open and close the unit. 

May work alone in the unit. 

Performs complex filing, e.g., the card catalog. 
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Section 6. No. 1 
Attachment 3 



Student Assistant IV 
(Library Assistant II) 



SUMMARY 

Under general supervision, performs varied and moderately complex duties 
involving a substantial degree of responsibility and judgement. May lead 
or coordinate activities of other student employees. Usually requires 
previous training, relevant experience, or specialized knowledge. 



EXAMPLES OF DUTIES 

Compiles, dubs, and edits audiovisual materials and assists In AV 
productions. 

Performs and oversees routing maintenance of library equipment, such as AV 
equipment and photocopiers. 

Uses non-Roman langtiage skills in support of cataloging activities. 

Uses bibliographic tools and library files to assist users with quick 
information inquiries in the absence of regular reference personnel. 

Provides information and referrals to users about library policies, 
services, and procedures. 

Leads and trains other student workers in lower classifications in complex 
duties as a main part of the job, often in the absence of classified staff 
or Librarians. 

Oversees searching and searches complex printed and online bibliographic 
tools in support of library processing activities. 

Inputs complex bibliographic data and/or makes corrections to OCLC or other 
databases. May tab catalog records for OCLC input. 

May perform accounting and other fiscal technician duties. 
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Section 6. No. 1 
AttachMnt A 



Student Assistant V 
(Bibliographer/Graduate Reference Assistant) 



SUHMARY 

Under minimal supervision performs varied and complex duties Involving a 
high degree of responsibility and judgement. May supervise or direct 
activities of other student employees. Usually requires considerable 
training, equivalent experience, or library education. 



EXAMPLE OF DUTIES 

Provides reference service as a major part of the job referring difficult 
inquiries to Librarians. 

Replies to reference questions. 

Provides information and bibliographic assistance. 

May perform ready reference searching. 

Assists in the use of CD-ROMs or other self service workstations. 



May supervise or direct other student employees, coordinate scheduling of 
shifts and work assignments, training other students in duties. 

Performs complex bibliographic searching, using a variety of tools to 
verify citations. 

May make corrections to online catalog or other library databases. 

Is assistant to or back up for regular Libraries staff in operations of a 
unit or project. 
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BENEFITS 
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Indiana University 
Chftptr IV i Gmatml Stuteat ftiplnjint 9bliel«s «nd Ptooaduraa 

Seotion As Affl»ttv« AoUoa Polioy 

In 1974 the Board of Truiteos issued the following 
•tBteaenti Indiana University is ooasitted to the 
principle of equal oooupatlonal opportunities for all 
persons and to positive action tonards the elimination of 
disorisination of all phases of university life, as set 
forth in the I»U* affiraative action plan. All I.U. 
esployaent policies and procedures shall assure that no 
discrisination say occur to the detrlaent of any persons 
on grounds of race, religion, sex, national origin, 
handicap, age or any irrelevant factor* 

Section Bt Mepotiaa Foiioy 

The nepotism policy states that no person, including 
full-tioe, part-tioM or teaporary enployee nay he 
eaployed in or transferred to a position within the scope 
of ioaediate supervision or authority of a mefflber of his 
or her family. 

Section Ct Voluatacy Ssnrloea Fblioy 

The Fair Labor Standards Act of 1938, as amended, 
prohibits an employer from accepting voluntary servicea 
from any paid employee. Any strident employed must be 
paid for all hours worked, even those In excess of forty 
ha;Yrs a week. Any student on Work-Study who works more 
than forty hours per week must be paid overtime out of 
departmental funds, not Hork-Study funds. 

Section D: Student Eaployaent Benefits 

In general, students employed on a casual basis, i.e., not 
permanent employment, do not receive the aacie benefits as 
permanent university employees.. However, there are 
exceptions to this policy. The following is more 
specific information about student employment benefits. 

Overtime Pay — Students who work more than 40 hours per 
ffeek must receive overtime pay. This amount must be paid 
100^ out of departmental funds. If a student holds more 
than one Job on campus, and he or she exceeds the 40 hour 
per week limit, then the primary employer (who first 
hired the student) ulll be responsible for paying the 
student overtime wagas out of departmental funds. 

Workmen's Compensation — Students and their spouses 
employed on the I.U* Bloomlngton campus are covered by 
workmen's compensation through Indiana University. The 
Insurance, Property and Casualty Office (203 Poplars, 
telephone # 335-9758) should be contacted immediately in 
cases of Job-related Injury or accident. 
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Vacation Daya— Students are not eligible for paid 
vacation leave unleaa they have worked 1000 or more 
houra in any given fiaoal year. After the fir at 1000 
hours, students are eligible to receive hourly vacation 
pay at the rate of one hour for each 12 houis worked. 
Students ordinarily receive nonpaid vacation leave during 
the vacation breakperloda as specified in the acadeiaic 
calendar, unless determined otherwise by the students and 
their employer. 

Sick Cays — Students are not eligible to accumulate sick 
leave benefits. Students are paid for only the hours 
they work. Students may make up the hours they miss due 
to illness if it is agreeable with the employer and 
students. 

Break Periods- ^Students are entitled to one 15 minute 
break for each 4 houra they work. Break time a are 
determined by the employer. Students are to receive 
normal compensation during their break periods. If a 
student works less than an 8 hour ahift (e.g. 6 houra), 
then the student is entitled to only one 15-minute break 
period. 

Lunch Periods — Students are entitled to a one hour lunch 
period for every 8 hour work shift. If a student works 
less than an 8-hour shift, then the student is not entit- 
led to a lunch break, unless approved by the employer. 
Students do not receive compensation during lunch 
periods. 

Jury Duty — Students are not entitled to employment 
compensation if they are called for ;jury duty. Students 
are paid for only the hours they work. 

Section E : Job Classif icaUcn and Bay Schedule 

A job classification and pay schedule has been developed 
to assist employers in determining salariea for Work- 
Study and Non-Work Study employees. Work-Study students 
must receive the same wage rate as that received by 
others doing the same Job. Students must be paid at the 
prevailing minimum wage rate, which is currently $3.35 
per hour. Please refer to Appendix B for more specific 
information on Job classification and pay schedule. 
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ISU Library SluileiU Employees, 

can enjoy ll«e privileges lisled Iwlow: 

1. Monlhly social cvcnis (wc jbvaXS have food!) 

2. Winler smorgasbord and picnic 

3. Summer picnic 

4 Pot .h.«c «r y..u Mtick i„ An,c, .l.,-i.;B Spring D.cnk. Fori .Jl..»y<lnlc is an cnjo,nl>lc al.crnalc 
(complele wilh our infamous volleyball lournamcnU) 

5. The LSA provides ihe Des Moines Rcgisler for slaff lo use in Ihe slaff lounge. 

6. Books may be bought al a discount (usually 5% - 20%. allhough ihcy can lake 4 . 10 weeks lo 
arrive and not all books are discounted). 

7. The I^A keep., ll.e «.IT lounge clean for ,o»t use during work break, and n,ain.ai«s .he 
refrigerator and microwave. 

8. Three times a year, we have general meetings whici. you arc entitled lo attend. 
To join, ask your supervisor who your LSA representative is. 
Sincerely, 




Kalhy IHghl . . 

President, Library Slaff Association 
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ORIENTATION 



12i 



University of Alabama 



I 



Stum BVLOTEB HOKSBOT 
rail 8Mwst«r 1990 



OVEEVIEII or THE ORGAIIZAXION 

Sondra Tucker, Personnel Officer 

EMSRGEMCT PBOCEDOBES 

Karen Garrison, Executive Secretary 

to the Dean of Libraries 

THE IDLE OF THE SIDSERT EMPLOTEB 

Sondra Tucker 

Larry Harbin, Acting Head of the Reference Department 

EFFECTIVE TBLEPBOME OOMfOnCAIIONS 

Yvonne Mlxon, Administrative Secretary for 
Planning and Personnel 

DEALIH6 WITH CHALLENGUG SITUATIONS 

Ann Hamilton, Head of the Circulation Department 

CONCLUSION 

Sondra Tucker 
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jfcssociMo Dean 



Cifculiiilon 



Gorgas Dosk 
Goroas Stacks 
— Rcucfvf/Pcriodlcali 
^ Inlorlibrary Loan 



ftenoofaphs 

bAequisilions 
Catalog 
Gilts & Exchangt 



geflals 



— Acquisitions 
- Catalog 
» Binding 



Microcomputer Services 
AMELIA Services 



-— Collections Inventory 



plinnlnti OttlOf 



pertonnel Offfcer 
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lliiadnt Daw 



noMM Wtfart net 



Qov«fnri>«nt Dc«um«nU 
.Mierolorms 
.Muslo 
OnHiio Rosearch 



Assistant Dtsn, 
^e. Ootl. a Prts. 



L-AI« 



EJsbama CoN./MS8/Rar« Books 
Racords Msnsgtmtnt/UA 
Archives 
Archivs Amsrlosn Mln. Cult. 



puslnesa Ofllesf 



. Accounting 
— Mail & Suppiy 
~. Gotgas Bidg. Mgmt. 
—I, Inventory 



jnitoetton Davtloofntnl 



Butlnaii Ubrafv 



f r^iiCfHon Library 



gelance ft t -nqlneafino Lltwarv 



pi^i|oqf pt^le Inatruction 



Chiirlta ■. Otburni mm 
(Vdciinr)i Amoc Dtan for Coll. 
4 Info. 8«rv. (SM9) 
Anntf fSitwardsi Amoc. Dean for Aectas 

Strv. (4607) 
Knri? Itiuiidrtti*, Plan. Ofcr. 
SoiiUr/i Tucker, Per*. Ofcr. (IWJ) 
Kari!ii GjirrlHont t%t}C. Sccrot'iry 
Yvonne Nixon, Secretary (S033) 

1US1HE8S OrriCB: 6307 

Harrier knaon, Rue. ofcr. ( 5540) 

Ann Wrighr» Aaal. Bua. Ofc. Mgr.(SS43) 

Pa* Srevard, Acer. Clerk 

Connie Noblny, Uwp. Acer. Clk (8451) 

Ann ElMre, Hail A Siippty Clk (9790) 

Bobbie Sue Cada» Accr.Clerk» (I486) 

eic^anor Srreir, Teap. Lib. Teeh. Asat. 

SPBCtAL COLLRCTtONS 6 P RESgRVATlON t 5512 

Joyce LaiMnr, Akaiaranr Dean 

Jerry Oldahue, Acr. IMlv. Arch. (5586) 

Joe Houdry, Teclinical Archiviar (1499) 

Clark Center, tiwp. M. Arch. (1500) 

Gunotta Rich, I. brary Aaar. (1497) 

T. I. Jont!a, Pre^graa Aaa latent 

Tom f«end, Knc. An.ilyat (1501) 

(Vnc.)t Aaaocl.ide Curator 



O0UECT10W8 4 IWPOIMAnOW tlWlCBSt 

TVacantTI Aaaocilate 'Pean (5569) "" 

BlBllOCmPHlC INCTRlCTIONt 9520 
Ann Power, Coordinator (2B02) 
Rheena ClMre» Lib. train. Spec. 

BUSINESS LIBRARY t 6096 
Lee Pike. Head (1510) 
Karen Chapaan, Bua. Raf. Libn. (1515) 
(bnna Minor. Library Aaat. (9753) 
Cheryl Ballard. Library Aaat. (1512) 
Cheryl Swcctou. Library Aaat. (6096) 
Sara Clover, Library Aaat. (7944) 
(Vec), Buaineaa Ref. Libn. 

COLLRCTION DEVaOPMEHT AND GRAKTSi 5426 
John Kelly. Chief Bibliographer (2175) 
Pat lienderaon. Library Aaaiatant 

EDUCATION LIBRARY 1 6055 
Sharon Stewart. Senior Libn. (1506) 
Helga Viaicher. PT Ref. Libn. (1507) 
Nancy Dupr^e, Lib. Aaat. (1505) 
Geneva Nlchola, Lib. Aaat. (1505) 
^* Janie Young. Library Aaaiatant 
O Deborah Powell. Lib. Aaat. (6346) 



gcigNCE AND gN CIMEBRHeO LIBRARY t 2100 
Jeanne (>. Howard, Head *EL (illj).^^ 
Linda Ackeraon, Aaat. Stt Libn. (2 10) 
Aydan Ralyoncu, Reference Libn. (*108) 
Kebede Ceaaeaae. Reference Wkn* (*i2'> 
Marirle Irvin, Reaearch Aaat. (2107/2819) 
Bnrb;irii S1aplkaa» Library Aaat. 
Anifi*tte Tinker. Library Cinrk 
Lrttifa Johnaon, Library Aaaiatant 
tteha HohUf Library Aaaiatant 
(Vac.) Reference Librarian (6571) 

REFKRPJICB INyARTMENTl M47|604g 
Larry Harbini Act. Itoad (6041) 
CharlMne Shulta, Reference Libn. 
Betty Brycet Reference Libn. 
Gillian Hendie, Reference Libn. (9695) 
Betty Caffee, Library Clerk 
(Vac.) Refonmce Librarian (9695) 
(Vac.) Teap. Lib. Clk I 
Covern»ent fiocuMntat 6046 
Sally Recvea, Head, USOO Serv. (1487) 
Linda Uataon, Aaat. Doca. Libn. (6446) 
Joyce Hiter, Govt. Doca. Specialiat 
Liaa Clarkt Govt. Doca. Specialiat 

Microfor<ai 6049 

Dbiborah Jagoet Library Aaaiatant 

Muaict 6031 

(Vac), Ref./Huaic Libn. 

Online Reaearcht 6043 
Charlene Shulta. Coordinator 
Aydan Kalyoncu, Coordinator 
Uon O^Neal, PT Clerk-Typiat 



ACCESS BERVICBSt 

Anne Edwarda. Aaaociate Dean (4607) 



CIRCULATION PePARTMEffT 
Ann llaviUon, Head (7368) 

Mrtin aaakt 9.N > 

Betty Lovelaah, %,^cc» Supvr. (9749) 
Barbara Broaier, Circ. Aaat. Superviaor 
Hugh Terry, Clrc. Stack Aaaiatant 
Annie Edwarda. Library Clerk (9750) 
Evelyn Todd. Library Clerk 
Eliaabeth Shelby, Library Clerk 

Reaerve/Periedicala x 5008 
Ronna Allen. Lib. Aaat. (7441) 
Nary Surwic, Lib. Clk. (8584) 
Pelecia Nolden, Lib. Clk. (7444) 
Janie Long» Library Clerk 



Intarlibrary Loan> (6345) 
Angela Uright, ILL Libr. l6303) 
Eloiae Griffin. Library Aaat. (6305) 
Roaetta Royal. Library Aaat. (6345) 
Ciaay Hughea, PT. Library Clerk 

COL LECTIONS IN VEf llORY; 6191 
Ed Rliodea. Coli. & Inv. Libn. 

CATALOCINCI 6045 

karie hinghaa. Head (1488) 

Nettie Coapton. Ser. LT Aaat. (1496) 

Ruth Dillardi Get. Naint. Supvr.(6022) 

Jackie Elliott. Library Tech. Aaat. 

D^bra Hill. Catalog Llbr/irian 

Lii Jonea. Library Tech. Aaat. 

Karen Logan » Library Tech. Aaat. 

Hary Harchant. Lib. Tech. Aaat. 

JoAn Marcus, Coord. Stk. Prep 4 Conaervation 

Pat McRee, Ser. Lib. Tech. Aaat. (1496) 

Don Saadahl, Serlala Catalog Librarian 

Jill Shannon, Catalog Librarian 

Cheryl Taranto. Catalog Librarlin 

Andrea Vataon. Catalug Librarian 

Jeffrey Triable, Nonographa Catalog Librarian 

Brenda Lewta, Library Tech. Aaat. 

(Vac.) Catalog Librarian 

ACQUISITIONS: 



Beth tlolley. Head (1493) 

Acquialtlona/Monoirapha (1492) 
Charlea Skewla, Acq. Lib. (1^91) 
Trinh Bethard. Lib. Aaat. (2418) 
Carolyn La«b, Lib. Clk. (1492) 
Larry Norria, Blblio. Aait. 
Diane Preeaan, Lib. Aaat. (6044) 
Pat Ewing. Library Aaat. 

Acqulaltlona/Snriala (5016) 
Barbara Coapton. Lib. Anat. (1495) 
Shirley Horria. Library Aaat. (1494) 
Hary Henderaon. Lib. Aaat. (5016) 

SYSTEMS OPPICE: 4608 
Scott Nulr, Syateaa ortleer (2299) 
Gloria Thoapaon. Crd. Hlcr. Svc.(86;2) 
Clara Norton. Coord, of AMaiA Svc. (4606) 



Photocopy Centers I486 
Inforsation Deaki 4876 



BEST COPY AVAIUBLE 



Princeton 
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Library Personnel Office 

NEW SUPmiSOR CHECKLIST 
FOR SUPERVISORS OF STUDENTS 

1. Give supervisor a copy of the Studeat Efflploymeat Book and briefly 
go through parts of that book. 

1* ".""i.?'""*" 

3. Cover classifications for working positions. 

4. Cover sitting positions, pay rate and definition. 

5. Cover work study students and what their aid package means, 

6. Cover payroll deadline dates and where student cheeks are to be 
picked up. 



7. cover the process for hiring students. Explain importaace of financial 
aid and policy of freshman being assigned to departments. 

8. Cover student payroll slips for work study and regular account. 

9. Cover the computer print-out sheets received every two weeks. 

10. Cover termination forms. 



125 

1?7 



Covered by 
Date 
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Washington State University 
MSU LiBMiiies 

TEMPOMRV EMPLOYEE OftlENTATION CHECKLIST 
EMPLOYEE NAME . LIBRARY UNIT 



Appointwtnt ; 

Copy of Ttmportry EiiployMnt Appointmont (TEA) form sont to tmployM vU Suptrvlsor. Rtvltw 

datis of Mploymont «nd rati of pay. 

Conditions for Ttmportry Employmtnt form h*s bttn rtvltwod with f«ploytt «nd slgntd. 

Ttfflporiry ippolntinnts do not cirry paid sick iMvt or v*c*t1on Itsvt or partlclpitlon In tht 
Unlvtrslty't Iniunnct or rttlrtmsnt progrims. 

Copy of tho policy and proctdurts usod by WSU to iMSt tht ftdtral drug-frtt workpUco 

roguUtlons has boon g^vsn to ths tmployts. 

Schtdult ; 

Work schtdult has bttn flivtn to tmploytt. 

Procadurt to follow If tmploytt cannot rtpopt to work has bttn txplalntd. 

Ust of timt clock and proctdurts for timt cards havt bttn rtvltwtd. 
Library tmploytts fltntrally art txptcttd to work through finals wttk. 

Is tmploytt txptcttd to work during holiday/vacation ptrlods? 
Pay Chtck ; 

Dirtct dtposit of paychtck Is posslblt. Obtain form In Library Administrative Offlct (LAO). 

Pay days art tht 10th and 25th of tach month. If chtck Is not rtctlvtd or thtrt art qutstlons, 
contact a ptrsonntl assistant In tht Library Administrates Offlct. 

Namt and/or addrtss changts must bt rtporttd to tht Ctntral Addrtss Changs Offlct which Is at 
Payroll, Frtnch 236. Changts must bt madt In ptrson. 

Employtt Is tllglblt to Join tht Washington St*tt Employtts Crtdit Union (flytr stnt with tht 
Initial TEA). 

Job RtSDonilbllltlts ; 

Job dutlts havt bttn rtvltwtd. 

Ground for dismissal. , i i <■ ^ ^. 

Suptrvlsors may dismiss tmploytts for just caust. Examplts which may rtsult In dismissal art. 

thtft, dtstructlon of proptrty, mistrtatmtnt of library patrons or fallow worktrs, 
1nsubonSlnat1on» Incomptttnct, willful violation of publlshtd rults and rtgulatlons. or 
txctsslvt unauthorl2tO abstncts. 

Ptrformanct tvaluatlon form txplalntd. 

A ptrformanct tvaluatlon Is compltttd at tht tnd of tach school ytar or whtn an tmploytt 

ttrmlnatts. Tht tvaluatlon Is rttalntd In tht tmoloytt*s ptrmantnt ptrsonntl flit and may Dt 
acctsstd whtn tht Librarlts art contacttd for Job rtftrtncts. 

Job conctrns. . «« i ^ 

If tmploytt tncounttrs probltms, thty should bt discusstd with tht suptrvisor. If tmploytt and 

suotrvlsor cannot rtsolvt tht probltms, tht Unit Htad« and finally tht Library Ptrsonntl 
Offlctr, should bt contacttd. Tht Unlvtrslty Ombudsman is avallablt to assist tht t^Ploytt 
gritvancts. but It Is txptcttd that library tmploytts will atttmpt to rtsolvt conctrns within 
tht Librarlts' admlnlstratlvt structurt first. 

S>ftty ; 

Saftty Orltntatlon Chtckllst compltttd. 

Tht abovt Information has ottn discusstd by tht undtrslgntd: 



Employtt's signaturt 0*^* 



Suptrvisor*s signaturt 



"Batt 



SUPERVISOR: Pltast givt tmploytt a photocopy of this form and submit tht original to tht Library 
Admlnlstratlvt Offlct. ^ 

BEST COPY AVAILABLE 



EVALUATIONS 




CASE WESTERN RESERVE UNIVERSTTY 
EVALUATION SHEET FOR STUDENT ASSISTANTS 



Name of Student: Date 

Job: 

INSTOUCnONS: . 

1 . Base your judgment upon the student's peiformance on the job and not upon isolated mcidents. 

2. Consider the job requirements on each individual factor. 

3. Rate each factor separately. Do not allow judgment on one factor to influence judgment on other 
factors. 

4. Where appropriate, indicate "NA" (not applicable). 

Please check appropriate box to describe each factor of the student's performance: exceptional, good, 
satisfactory, unsatisfactory. 

Exceprional Goo d Sarisfactorv Unsatisfactory 

1. Knowledge of job 

2. Quality of work 

3. Productivity 

4. Ability to understand and remember instructions 

5. Judgment 

6. Inidadve 

7 . Attendance and promptness 

8. Attitude toward job 

9 . Attitude toward patrons 

10. Notification and reasonableness of schedule changes 

Explain all items rated as Exceptional or Unsatisfactory and any additional comments felt necessary in the 
space provided below or on reverse side. 



□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 


□ 



Rehire? Yes No ; if not, why? 



Supervisor. 
Tide 
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COLORADO STATE UNIVERSITY LIBRARIES 
OFFICE MEMORANDUM 



TO: Student Employees DATE: April 1990 

FROM: Ruth Ludwlg (^o^ i^a^£u^ 

Libraries Student Efflployoent Coordinator 

SUBJECT: Merit Increases 



Student employees shall be evaluated for merit increases after completing 
three semesters of work at the Libraries (including summer session). 

Students hired prior to the end of the fifth week of the semester shall 
be considered to have worked a full semester. Those hired during the 
sixth week or later shall not have that time count as a full semester. 

Students new to the Libraries shall be hired at step one of the 
appropriate grade for a particular classification. 

Merit Increases shall become effective during the fourth semester. 

An evaluation of above average or outstanding shall be rewarded with a one 
step salary increase. 

An average evaluation shall result in no merit Increase. A below average 
evaluation shall result in no merit increase and may result in 
termination, If recommended by the supervisor. 

Student employees shall be evaluated for merit increases on the "Student 
Employee Evaluation Report," (see copy on reverse). A minimum of 12 
scales shall be evaluated and the average computed. The ratings are: 

1 - 1.99 Below Average 

2 - 2.49 Average - denotes good, or standard, performance 
2.5 - 3.49 Above Average 

3.5 - 4.0 Outstanding 

These guidelines will be implemen':ed beginning with the 1990 summer 
semester. 

If you have questions about your performance or progress, you are 
encouraged to discuss them with your supervisor at any time. 

rl 

— over — 
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COLORADO STATI UNIVIIItlTY 
PORT COUINI, COLORAOO MM 



FINANCIAL AID 

STUDENT EMPLOYMENT OFFICE 
RM. 133. STUDENT SERVICES BLOQ 
PH. 491-5714 



tTUOCNT EMPLOYEE EVALUATION REPORT 



J. 



Awio4 ot Cn^pi^jfitiwi 



EVALUATION OF STUDENT EMPLOYEE 

4 • OUTSTANDING 3 • ABOVE AVERAQE 



2 • AVERAQE 1 • BELOW AVERAQE N.E. • NO EVALUATION 



S^ii^SV^iSf K^?iil?!c^^hXJ£>^5^ tll[^K\m OF THE ORE.«T 0IVEB8ITY IN THE OPPORTUNITIES 

FOR EMPLOYMENT. THEREFORE. IF A CATEGORY CANNOT BE RATED OBJECTIVELY. PLEASE MARK THE "NO EVACUATION" BOX.) 



PtJAEE CHECK APPROPRIATE gOX 

QUALITY OP WORK: ABILITY TO DO SATISFACTORY WORK FOLLOWINQ SPEOFlEO PROCEDURES. 

QUANTITY OP WORK: VOLUME OF WORK DONE IN SPECIFIED TIME FOUOWtNO SPECFIED STANOAROa 

COMPRiNBNtlON: KNOWLEDGE OF JOB - FAMIUARITY WITH PROCEDURES OF JOB. 

RBUABHJTV: JOB COMPLETION. ABlUTY TO QET THINGS DONE. CONSCIENTIOUSNESS. 

ATTITUDfl TOWARD WORK: DEGREE OF ENTHUSIASM AND WiUlNGNESS WITH WHICH ONE PERFORMS 

HI8/HW WORK. 
JUOQBMBNT: ABIITY TO MAKE SOUND DECISIONS. 

OBPBNDABILITY: PUNCTUALITY AND RELlABlUTY IN ATTENOAKCfi. 

PROPBttlONALIBM: CONDUCTS THEM8ELF IN A DIGNIFIED. BUSINESSLIKE MANNER. 

COOPIRATION: ability to WORK with others in HARMONY. 

INITIATIVIi INTEREST IN ASSUMING AOOCD RESPONSIBIUTlES. 

POTBNTIALmit: ABILITY TO IMPROVE ONE'S SELF WITHIN THE JOB SITUATION. 

LBAOiRSHIP: QUALITIES OF UNDERSTANDING ANO DIRECTING PEOPLE 

PiRBONAL APPiARANCt: OUTVf ARO IMPRESSIONS MADE BY A PERSON 

OVBRAU BMPLOYBI - CONSIDER Aa ATTRIBUTES 



4 


3 


2 


1 


N.E. 















































































































































QENERAL COMMENTS: A nwrativ* mutt bt providwl If a ttudant to •valutM m outstanding or Mow avoraga o««rall. 



(Attach additional ahMt H HMdM) 

RATINQ DATE ^ , SUPERVISOR'S SIONATURB^ 



REVIEWING DATE EMPLOYErS SIGNATURE. 
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THE UNIVERSITY OF IOWA LIBRARIES 
EVALUATION OF STUDENT ASSISTANTS 



NAME 



STUDENT I.D. NUMBER 



YEAR IN SCHOOL (SOPH., JR. ETQ 



STARTING DATE OF EMPLOYMENT CURRENT RATE OF PAY 



DEPARTMENT 

EVALUATION PERIOD (every 300 hrs): FROM 

STUDENTS JOB TITLE & MAJOR RESPONSIBILITIES: 



SUPERVISOR 



TO: 



TITLE 
TOTAL HRS WORKED 



IN COMPARING THIS STUDENT WITH OTHER STUDENTS OF SIMILAR ACADEMIC k MATURITY LEVEL. THIS STUDENT IS GIVEN THESE RATINGS 



RELATIONS WITH OTHERS 

ExceptionaUy well accepted 

Works well with others 

Gets along satisfactorily 

Has some difficulty working with others 

Works very poorly with others 

JUDGEMENT 

Exceptionally nuiture 

Above average in making decisions 

Usually nwkes the right decision 

Often uses poor judgment 

Consistently uses bad judgement 

AB/LnY TO LEARN 

Learns very quickly 

Learns readily 

Average in learning 

Rather slow to learn 

Very slow to learn 



ATmUDE-APPUCATlON TO WORK 

Outstanding in enthusiasm 

Very interested k industrious 

Average in diligence k interest 

Somewhat Indifferent 

Definitely not interested 

DEPENDABILFFY 

Completely Dependable 

Above average in dependability 

Usually dependable 

Sometimes neglectful or careless 

Uiueliable 

QUAUTY Of WORK 

Excellent 

Very Good 

Average 

Below Average 

Very poor 



NEED FOR SUPERVISION 

Almost none 

Less than average 

Average 

Great Deal 

Constant 

ATTENDANCE 

Regular 

Irregular 

PUNCIlMLnY 

Regular 

Irregular 

QUANTTTY OF WORK 

Excellent 

Very good 

Average 

Below average 

Very Poor 



Outstanding 



Very Good 



+ Average 



Average 



-Average 



Marginal 



Unsatisfactory 



OVER-ALL PERFORMANCE 



EMPLOYER'S COMMENTS: 



SUPERVISOR'S SIGNATURE: 



DATE: 



********** 



The Supervisor should personally review the completed form with the evaluated student. In accordance with the law, the student has access to 
the ixtformation contained in this form. 



********** 



/ ACKNOWLEDGE THAT I HAVE SEEN THE REPORT AND HAVE BEEN APPRAISED OF MY PERFORMANCE & MY RIGHT TO MAKE A 
STATEMENT, MY SIGNATURE DOES NOT NECESSARILY MEAN THAT I AGREE WITH THIS EVALUATION. 
STUDENT'S COMMENTS: 



Student's Signature: 



DATE: 



ADMINISTRATOR'S REVIEW 
(if necessary) 



Signature 



RAISE APPROVED 

RAISE DISAPPROVED 
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CiMty-MMn 10 OipMnM 



THE UNIVERSITY OF IOWA 
TERMINATION REPORT 



1 

2 
3 
4 

S 
6 
7 
8 
9 
10 
11 
12 
13 



OATI 



(A) CLA88IFICATK}N TITIE 



~(A)PfW)MNLY □ STAFF MCMmF 
□ STUOiNr 



rosocagd i uMB CH 



(DfMNKCODE 



(A) LAST DAY WOWED (IMI Day ol Swvin) 



mWFAftTMENT 



(OTIMMNATIONOOOE 



Payroii IJse Only 



AOOOURI 


Unt 


CtaM 




Plural Un On^ 




aiekLJM 


WtgiirCoBipTlwn 


HDMyCompTiM 




































































































Cunwil AflonMl 




































ENDINQ BALANCE 



















For Voluntary QuH Only: 

Details Regarding Termination 



EinptoyM% SlgMftM 



Has all University of Iowa property t>een returned? Yes □ No □ 



Performance Rating— Merit System Staff (Including those covered by Bargaining Agreement) 



Exceeds 
Standards 



Moots 
Standards 



Beiow 
Standards* 



Quantity of work 
Quality of work 
Atter)dance 



I would recommend this person for rehire: 
Supervisor's Signature 



of tpsciR 
wofs not imL 



YesD NoD 



Date. 



Signed 
Signed 
Signed 
Signed 



Date 



Departmsnt HMd 






Date 


Dean or olhsr Admin. Officer (Academic only) 






Date 


Other Approval (Academic only) 






Date 



Other Approval (Academic only) 

Instructkxis for Preparatkxi Of This Fbnn Appear On Reverse SMe 



Payroii use only 



#2221 
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AWARDS AND RECOGNITION 




Indiana University 
Libraries 



Dean James G. Neal 
and the 
Indiana University Libraries' 
faculty and staff 

invite you 
to a reception 
in recognition of your 
contributions 
as a library stfjdent employee 

Monday, April 23 
3:30 ' 4:30 p.m. 
Third Floor Staff Lounge 
Main Library 
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mc BEST COPY AVAILABLE 



April 5, 1989 

FOR IMMEDIATE RELEASE 



CONTACT: Doris C. Morse 
335-1535 (wk) 



STUDENT EMPLOYMENT WEEK OFF TO A 6000 START 



Washington State University's Third Annual Student Employment Week (April 
3-7) is off and running. Some of the activities planned for the week include 
workshops on resume' skills and interviewing skills. Individual units on campus 
and office campus employers are being encouraged to do "something special" for 
their student employees. A number of them will be presenting their outstanding 
student employee for the 1988-89 academic year with a certificate and the 
Libraries will be having a spaghetti feed to honor all of their student workers. 

Student Employees receiving certificates are: Donna Lemon, Christa Chamberlain, 
Dennis Haugland, Regina Owens, Phuc G. Tran, Kevin Moll, Anthony Drury, Susan 
Wyborney, Dennis Eng, Daniel Schwartz, Paul Cole, Josieann Richards, Jacie Peek, 
Katalin Kovari, Darcy Hardin, Victoria Thoms, Laura Harnish, Dave Matney, 
Geoffrey Wood, David Hyatt, Kim Valdez, Greg Morrow, Heidi Muhsam, William 
Peterson, Roberto Sangka, Amy Calvert, John (Jay) Rhodes, Mike Lupien, Esther 
Ervin, Kim Johnson, Michael McGrath, Danette Skewis, Cynthia Easterday, Jennifer 
Buhr, John Okemah, Kristine Moser, Diana Marquez, Heath Harris, Julie Stephens, 
Todd Coon, and Teresa Pierce. 

"Student Employment Week is a time to show appreciation to the student employees 
who help WSU function day to day," says Karen Kruse, Coordinator of the Student 
Employment Office. Kruse coordinated Student Employment Week in 1988 and has 
been assisted again this year by the Temporary Employment Advisory Committee. 

Another event that will be held in conjunction with the Student Employment Week 
is the Student Employment Job Fair on April 13. It will be held in;the Wilson 
Compton Union Building Ballroom from 10:00 am to 2:00 pm. The carnival 
atmosphere will be enhanced with samples of cotton candy and popcorn given to 
those meandering past the over 30 booths that are being sponsored by community 
and campus employers. 
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Provida a tariaf suMaary of vhy thia atudaitt ia your "Top studant 
B^loyaa." (Mayba va can gat aoaa publieityl) 

has the exceptional qualities that we all look for when we hire a 
student. He Is dependable, reports to work on time, calls In when sick, or arranges 
%<e11 In advance for planned absences. When he arrives, he evaluates the day's work 
load and begins at once. He Is a .fast learner and extremely accurate. These great 
%iork skills come with a co-operative, pleasant personality. dedication to 

his position Is Indicated by the many hours he has worked during breaks and Inter- 
sesslons when other students were unavailable. 

has helped us serve our patrons, both those who call by phone, and those 
who come Into the office. He has a very pleasing, helpful manner. With his knowledge 
of the office he can answer most questions put to him, but, recognizes when to refer 
the patron to staff or faculty. 

In addition to these outstanding qualities, value to our office has In- 

creased because of the length of time he has remained with us. He began In August of 
1985. He has worked most breaks and In the summer. During those times, he has had to 
fill In at all the student Jobs. His versatility as a student employee Is Invaluable. 
He knows our office procedures, has an understanding of our time-frame demands and 
itforks to meet them. He has made suggestions to streamline his procedures. He Is very 
cooperative ii^lth his supervisor and co-workers In changinq his schedule or routine to helf 
us meet unexpected deadlines or to flll-ln when someone Is gone. He wMllnqly takes on 
mundane routines, as »mk11 as more challenging ones when asked. His regular routine In- 
cludes Inputting requests Into an electronic mall system. He has become accurate, fast, 
and Is very competent In this work. 

Ve feel especially fortunate that has remained with our office 

rather than seeking another position where he might be paid at a higher rate. His 
knowledge, dedication and ability make him an outstandinn employee. We are proud to 
submit his name for an award as Top Student Employee In our area. 
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